PAPERWORK MANAGEMENT 


PART I—FORMS MANAGEMENT , 











HEARINGS 


BEFORE A 


SUBCOMMITTEE OF THE 
COMMITTEE ON HOUSE ADMINISTRATION 
HOUSE OF REPRESENTATIVES 


EIGHTY-FOURTH CONGRESS 
SECOND SESSION 


PURSUANT TO 


H. Res. 262 


A RESOLUTION AUTHORIZING A STUDY OF FEDERALLY 
OPERATED PRINTING SERVICES AND 
GOVERNMENT PAPERWORK 
IN GENERAL 


APRIL 30, MAY 1 AND 10, 1956 


{’rinted for the use of the Committee on House Administration 


os 


UNITED STATES 
GOVERNMENT PRINTING OFFICE 
WASHINGTON : 1956 





COMMITTEE ON HOUSE ADMINISTRATION 


OMAR BURLESON, Texas, Chairman 


ROBERT C. BYRD, West Virginia KARL M. LECOMPTE, Iowa 
SAMUEL.N. FRIEDEL, Maryland ALBERT P. MORANO, Connecticut 
ROBERT T. ASHMORE, South Carolina PAUL SCHENCK, Ohio 

WAYNE L. HAYS, Ohio JOSEPH L. CARRIGG, Pennsylvania 
PAUL C. JONES, Missouri ROBERT D. HARRISON, Nebraska 
GEORGE M. RHODES, Pennsylvania ROBERT J. CORBETT, Pennsylvania 
JOHN LESINSKI, Michigan JOHN B. BENNETT, Michigan 
FRANK E. SMITH, Mississippi PATRICK J. HILLINGS, California 
JOHN DOWDY, Texas OLIVER P. BOLTON, Ohio 

GEORGE §S. LONG, Louisiana GLENARD P. LIPSCOMB, California 
HUGH Q. ALEXANDER, North Carolina CHARLES A. HALLECK, Indiana 
FRANK THOMPSON, JR., New Jersey 

WATKINS M. ABBITT, Virginia 


SUBCOMMITTEE To Stupy FEDERAL PRINTING AND PAPERWORK 
(Pursuant to H. Res. 262, 84th Cong.) 
WAYNE L. HAYS, Ohio, Chairman 


PAUL C. JONES, Missouri 
GEORGE M. RHODES, Pennsylvania 
GEORGD S8. LONG, Louisiana 


PAUL SCHENCK, Ohio 
JOSEPH L. CARRIGG, Pennsylvania 
ROBERT J. CORBETT, Pennsylvania 





MEMBERS Ex OFrFiIcio 
KARL M. LECOMPTE, Iowa 


JOHN F. Harey, Staff Director 
JULIAN H. MCWHORTER, Technical Adviser 
PHILIP B. BILLINGS, Legal Counsel 


OMAR BURLESON, Texas 


Il 


ORR AEN 








DEPOSITED BY TRE 
UNITED STATRS OF AMERICA 


CONTENTS 





April 30, 1956: 
Testimony of— Page 
Herbert E. Angel, Director, Records Management Division, 
General Services Administration__..........----.--------.. 2 
Dr. Wayne C. Grover, Archivist of the United States_________- 9 
Hirst Sutton, Assistant Chief, Office of Management and Organi- 
ec NE OE I I nnn iatininmmmein dawn mabe thi 15 
Robert E. Merriam, Assistant to the Director, Bureau of the 
TE cahcnadonvantnnesekendia adn Loctatanihobhe saree 15 
Paul F. Krueger, analytical statistician, Office of Statistics Stand- 
ae eee ee 15 
May 1, 1956: 
Testimony of— 
Herbert E£. Angel, Director, Records Management Division, 
General Services Administration____._.......-.-_--_- 30, 43-45, 55 
Dr. Wayne C. Grover, Archivist of the United States______- 46-49, 55 
Hirst Sutton, Assistant Chief, Office of Management and Organi- 
zation, Bureau of the Budget- ------- 30, 39, 40, 45, 46, 50, 52, 53, 55 
Robert E. Merriam, Assistant to the Director, Bureau of the 
ES ee eT eee eit. . ee 39, 40, 42, 46—49, 51, 52, 54, 55 
Paul F. Krueger, analytical statistician, Office of Statistics Stand- 
ards, Bureau of the Budget___.......-.---- 30, 34-43, 46, 50, 51, 56 
May 10, 1956: 
Testimony of— 
Steve M. Brown, Associate Director, Accounting and Auditing 
Policy Staff, General Accounting Office__..._._..._..__-__-- 
Owen A. Kane, legislative attorney, Office of the Comptroller 
SINS MUIIIIIL, as assis telscescla nbn ts tals Ghatd andere ties ta ie aan ig ee 59 











{ 
x 
y 
4 








PAPERWORK MANAGEMENT 


Part I—Forms Management 


MONDAY, APRIL 30, 1956 


Unrrtep States House or REPRESENTATIVES, 
SuscoMMITTEE To Stupy Feperat PRINTING AND 
PAPERWORK, OF THE COMMITTEE ON House ADMINISTRATION, 
Washington, D.C. 

The Subcommittee To Study Federal Printing and Paperwork of the 
Committee on House Administration, authorized by House Resolu- 
tion 262, 84th Congress, 1st session, met, pursuant to call, at 10 a. m., 
in room G-53, the Capitol, Hon. Wayne L. Hays (chairman) presiding. 

Subcommittee members present: Representatives Wayne L. Hays 
(chairman), of Ohio; George S. Long, of Louisiana; George M. 
Rhodes, of Pennsylvania; and Paul F. Schenck, of Ohio. 

Staff members present: John F. Haley, staff director; Julian H. 
McWhorter, technical adviser; Philip B. Billings, legal counsel; and 
Asselia Poore, research analyst. 

Mr. Hays. The subcommittee will come to order, and at this point 
I shall ask the reporter to insert a copy of our authorizing resolution. 

(The resolution referred to is as follows:) 


[H. Res. 262, 84th Cong., Ist sess.] 
RESOLUTION 


Resolved, That the Committee on House Administration, or any subcommittee 
thereof, is authorized to conduct a full investigation and study of the operations 
of federally operated printing services with particular reference to the adminis- 
tration, by rule, regulation, or otherwise of the provisions of law to Government 
printing, binding, reproduction, and distribution services, the sale and distribution 
of Government publications, and Government paperwork in general. For the pur- 
pose of carrying out this resolution the committee, or any subcommittee thereof, 
is authorized to sit and act during the present Congress at such times and places 
in the United States whether the House is in session, has recessed, or has ad- 
journed, to hold such hearings and to require, by subpena or otherwise, the attend- 
ance and testimony of such witnesses and the production of such books, records, 
correspondence, memoranda, papers, and documents, as it deems necessary. Sub- 
penas may be issued under the signature of the chairman of the committee or any 
member of the committee designated by such chairman, and may be served by any 
person designated by such chairman or member. 


Mr. Hays. Members of the subcommittee, we have here this morn- 
ing representatives of the General Services Administration and the 
Bureau of the Budget. As you know, the subcommittee staff has 
for several months been in meetings with these and other depart- 
mental officials on the important subject of forms management. This 
topic was covered in the two reports to Congress on paperwork man- 


1 











2 PAPERWORK MANAGEMENT 


agement by the Hoover Commission on Organization of the Executive 
Branch of the Government. 

Courtesy and cooperation were extended at all times by representa- 
tives of departments and agencies which were contacted for infor- 
mation by mail, telephone, and personal conversation. The prelimi- 
nary report of our subcommittee, citing the highlights of this study 
to date, was released more than a week ago in order to provide you 
with a working knowledge for the reason of today’s session. 

In the name of the committee, I wish to personally welcome all 
who are present. I hope that in these few days of meeting we may 
develop some worthwhile conclusions which are seemingly necessary 
to realize the fullest possible augmentation of the Commission’s rec- 
ommendations. 

May I also make it known that staff members of the Committee 
on Government Operations, who have worked in the entire field of 
the Hoover Commission reports, have been invited, and I hope will 
be here today. My staff has informed me that the staff members of 
Congressman Dawson’s fine committee are most cooperative, and I 
wish to make my gratitude known to them. 

Mr. Haley, will you now proceed with the first witness ? 

Mr. Hater. The order in which the witnesses will appear has no 
purpose, either personal or of protocol. It was the way we met with 
them in the informal discussions. I will direct my first question to 
Mr. Angel, and ask him to furnish the subcommittee with his full 
name and departmental title. 


STATEMENT OF HERBERT E. ANGEL, DIRECTOR, RECORDS AND 
MANAGEMENT DIVISION, GENERAL SERVICES ADMINISTRA- 
TION 


Mr. Ancet. I am Herbert E. Angel, Director, Records Manage- 
ment Division of the Nationa] Archives and Records Service, General 
Services Administration. 

Mr. Harry. Please give us a brief outline of your background. 

Mr. Ancev. I have occupied the position just stated since January 
of 1950. 

I began my Government service in 1932 in the State Department. 
I moved to the National Archives in 1936. I was on the National 
Archives staff in various capacities, serving last as assistant to the 
Archivist of the United States in 1943, when I was commissioned in 
the Naval Reserve and went on active duty. I served in the Naval 
Reserve and later in a civilian capacity, first in the Office of Records 
Administration, and then in the Division of Office Methods in the 
Navy Department. 

I was Director of the Office Methods Division in the Navy Depart- 
ment when I left to return to the Archives. 

I served as a member of the Task Force on Records Management 
of the first Hoover Commission, and I was a member of the Task 
Force on Paperwork Management on the second Hoover Commis- 
sion, though for a large part of the time during the operation of 
the second Hoover Commission I was in Iran as a visiting professor 
under the State Department’s International Educational and Ex- 
change Service, so I was not present throughout that period. 
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Mr. Hater. With what phases of the records problem is the Na- 
tional Archives concerned‘ In answering the question, Mr. Angel, 
we hope that you will include the three factors—creation, maintenance, 
and disposition. 


RECORDS MANAGEMENT RESPONSIBILITY OF THE NATIONAL ARCHIVES 


Mr. Anceut. Well, the responsibility for carrying out the records 
management function is assigned to the Admunistrator of General 
Services, first by Public Law 152 of the 8ist Congress, and later by 
the Federal Records Act of 1950, has been assigned to the Archivist 
of the United States, and in turn, all the records management portion 
of those functions are assigned to the Records Management Division 
for which I am responsible. 

The function of the Records Management Division, as the law in- 
terprets it, and as we interpret it, is a broad one, covering the entire 
life span of records from the time they come into being until they 
ultimately either are retired to the National Archives, if they have 
permanent value and should be retained indefinitely, or until such 
time as they may be destroyed. 

Mr. Hater. Mr. Angel, will you state generally the scope of respon- 
sibility of the General Services Administration with respect to records 
management as set forth by the Federal Records Act of 1950? 

Mr. Ancet. The Federal Records Act of 1950 placed upon the Ad- 
ministrator of General Services the responsibility of providing lead- 
ership and staff guidance in the form of assistance and advice to the 
several agencies of the Government, particularly the executive branch 
of the Government, in handling their records management. As the 
act requires, we do this by analyzing, developing, promoting, and co- 
ordinating standards, procedures, and techniques designed to improve 
the management of records. 

This included all phases of records management—the efforts to con- 
trol the creation of records, the control of the maintenance of records 
during their active life, and then the prompt and orderly retirement 
of the records when their usefulness had ended. 

Mr. Hatry. With what phases of the records problem is the Na- 
tional Archives concerned ? 

Mr. Scuenck. Before you answer that question, may I find out what 
they mean by records? 


DEFINITION OF RECORDS 


Mr. Hays. That is a good question, Mr. Schenck. Perhaps it would 
be well to define that and tie it down a little more, if you can. 

Mr. Ancet. In the Federal Records Act there is a statement which is 
as follows: 

The term “records” shall have the meaning given to such term by section 1 of 


the Act entitled, “An Act to provide for the disposal of certain records of the 
United States Government,” approved July 7, 1943 (44 U. 8S. C. 366). 


There the definition reads as follows: 
When used in sections 366-376, and 378-380 of this title, the word “records” 
includes all books, papers, maps, photographs, or other documentary material 


regardless of physical form of characteristics, made or received by any agency 
of the United States Government in pursuance of Federal law or in connection 
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with the transaction of public business and preserved or appropriate for preser- 
vation by that agency or its legitimate successor as evidence of the organization, 
function, policies, decisions, procedures, operations, or other activities of the 
Government or because of the informational value of data contained therein. 
Library and museum material made or acquired and preserved solely for refer- 
ence or exhibition purposes, extra copies of documents preserved only for con- 
venience of reference, and stocks of publications and of processed documents are 
not included within the definition of the word “records” as used in these sections. 

Mr, ScuEnck. Does it include correspondence ? 

Mr. Aneet. It does include correspondence; yes. 

Mr. Hays. I would now like to go back to Mr. Haley’s question. 
With what phases of the records problem is the Nationa] Archives 
concerned ? 

Do you think you could develop a little more the creation of your 
position and how it relates to the creation of records? Just how much 
authority do you have, and so forth? 

Mr. Ancex. Our authority is primarily that of providing assistance 
and advice to the agencies in what constitutes good practices in the 
various techniques that exist to control the creation of records. 

There are 3 or 4 techniques used quite generally in government and 
in private business in controlling the creation of records. Some of 
the more usual of these are correspondence management, reports con- 
trol, forms control, and the control of issuances, or directives—the 
control of the documents by which orders are passed on down the line. 

There are techniques that have been developed for controlling each 
of these segments of record management, and it is a part of our job 
to see that information is passed on to the agencies and to help them 
with any problems that may develop in connection with any of them. 


ADVISORY CAPACITY OF NATIONAL ARCHIVES 


Mr. Hays. As I understand it, you are in an advisory capacity only? 

Mr. Aneeu. That is right. 

Mr. Hays. You do not have any authority to enforce your sugges- 
tions? 

Mr. Ancet. No. We are not to that extent in the regulatory busi- 
ness insofar as records creation is concerned. 

Mr. Hays. Does anyone have authority to enforce standard or or- 
derly systems of records creation ¢ 

Mr. Anocet. Primarily, I should think that would rest with the head 
of the individual agency concerned. Each agency is called upon also 
by the Federal Records Act, to which I referred, to set up various 
controls. 

Mr. Hays. To what extent would you say the heads of the agencies 
follow your advice? 

Mr. Anceu. I should say that they all do, for the most part. 

Mr. Hater. I would like for a minute to inform the membership 
that Mr. Henderson of the Government Operations Committee staff is 
here with us today. Mr. Dawson was so kind as to send him over. 
We are glad to have you, Mr. Henderson. 

Now, Mr. Angel, is the staff of the Records Management Division 
adequate to provide forms management assistance to the extent de- 
sired or requested by Government agencies and departments ? 
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INADEQUATE STAFF OF RECORDS MANAGEMENT DIVISION 


Mr. Anceu. At the moment, it is not. We have pending in our ap- 
peapeeation bill for 1957 a request for additional staff members. The 

ouse has seen fit to grant a portion of that request. We have asked 
the Senate for a restoration of the entire amount that we originally 
asked for, and we do not know as yet what the outcome will be. 

If the staff is provided, we should be able to do a good deal more in 
the area of forms management than we have been able to do heretofore. 
_ Mr. Hater. We have sent for the appropriations hearing. I would 
just lke to ask if in those hearings you may have given such infor- 
mation to the Appropriations Committee for the need of this addi- 
tional assistance that we could possibly use in our findings? I suppose 
that you did that, did you not? 

Mr. Ancex. I am not sure that I understand the question. 

Mr. Harry. Have you told the Appropriations Committees the rea- 
sons why additional staff is needed ? 

Mr. Hays. Have you justified to the Appropriations Committee the 
reasons ? 

Mr. Ancet. I would say we have. Of course, we have a great deal 
of back-up information that does not appear in the record. 

Mr. Scuenck. It would be a little unusal, would it not, if one of the 
agencies of the Government said that they had a sufficient staff ? 

Mr. Hays. I never heard it said by any of them. However, I am an 
optimist. 

Mr. Haury. Has the General Services Administration, the National 
Archives, or the Records Management Division issued any informa- 
tional guides for Government departments and agencies, outlining the 
forms management assistance which is available from the Records 
Management Division ? 


GSA RECORDS MANAGEMENT CLINICS 


Mr. Ancrt. Not in the sense that I think you have in mind in ask- 
ing the question. We have done it in other fields, such as correspond- 
ence management, and we propose to do the same type of thing in forms 
management, but those items have not been prepared as yet. We are 
touching on forms management, along with other aspects of records 
management, in a series of records management clinics which we are 
giving in 19 cities over the country beginning this morning in New 
Orleans. We will develop instructional material in forms manage- 
ment similar to the instructional material which I am sure you are 
familiar with in correspondence management that has already been 
published. ee 

Mr. Hatey. We have seen that. That is in line with the recom- 
mendations? 

Mr. Ancet. That is right. ; 

Mr. Hater. Mr. Angel, I would like for you to continue in regard 
to the Records Management Division’s possible reduction of paperwork 
by more effective forms management activities. 


80817—56—pt. 1 2 
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FORMS MANAGEMENT 


Mr. Ancex. Primarily, in promoting the management of forms— 
which represents a very substantial block of all of the paperwork gen- 
erated in Government—there are 8 or 10 normal] steps that are taken 
and these for the most part have to be taken in the individual agencies. 
Our role will be simply one of encouraging the agencies to take these 
steps and to help them technically in seeing that they are taken. 

These steps in the agencies include such things as setting up a pro- 
gram to do the job, a program usually operated in connection with 
other management staff functions within the agency. It would in- 
clude taking an inventory of the forms that are actually in existence 
in the agencies to see what the problem really is. 

A staff will have to be provided, or some of the existing staff will 
have to be diverted, to do the job of giving conscious direction and at- 
tention to the forms problem. 

The requests for new forms that are generated, or for old forms that 
come up for reprinting, will have to be studied, analyzed, worked over, 
and in many cases forms will be eliminated and in other cases consoli- 
dated or revised as the result of such analysis. 

The analysis would go into such detail as to what happens to each 
individual copy of the form because what we are talking about is a 
very minute and down-to-earth approach to this problem. 

The control would also include the best possible design of the forms 
so that they would be printed in the most economical fashion, and 
filled in in the most economical fashion—whether by hand, typewriter, 
or some other office machine. 

Then, it would also include the question of stocking and distributing 
the forms so that they reach the people that have to use them, so that 
there is no undue waste, no undue obsolescence in the forms because 
of extra printing, and that sort of thing. 

Finally, it would include within the agency a general indoctrination 
of the people down the line who generate these forms and who eventu- 
ally pass them along to the agency forms people for review; and in- 
doctrination of these people so the forms, as they come up, will embody 
desirable principles and economies and as a result there will be less 
control and less review that will have to be made at the top level of the 
organization. 

Mr. Hays. Do you have any ideas on how you can keep people from 
generating forms? I am serious about that. It sounds like a facetious 
question, but I am very serious about it. 

Mr. Ancet. No, I think it is a very logical question. 

One of the answers is in the first item that I mentioned, that is, the 
establishment of a program to review the forms. The mere fact that 
a form is going to be reviewed has a discouraging effect on someone 
who is suggesting a marginal form, just the same as a traffic control 
car cruising along the highway has a retarding effect on someone who 
might have in mind speeding. 

Mr. Hays. I think you are probably all familiar with the classical 
story—and I think it is true—of Bob Allen, or one of the columnists, 
who was a lieutenant colonel or something of that sort with the British 
Army before we got into World War II. He was very anxious to 
transfer to the American Army so finally he got the proper colonel 
or the general in the British Army to hear his story and the general 
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just tore a slip out of his notebook and wrote it out in longhand author- 
izing his transfer. 

He went over to the American side and they kept him there about 2 
weeks filling out forms and throwing up their hands in horror about 
the fact that his transfer was so informal. He thought they filled out 
about a hundred papers before he got into the American Army. 

I suppose perhaps the British procedure was a little too informal, 
but it seems to me there ought to be a happy medium between the two. 

Mr. Lone. I would like to ask a question at this point. There area 
great many things about this that I do not know. If my question does 
not go to the point, you can say so. 

I was just wondering if we do not have a great many forms that are 
duplications and that a lot of those forms that are printed are never 
used. Maybe someone will request a form and a form already in exist- 
ence could be used. I wonder if you have that to contend with. 

Mr. Ancex. Yes, that is quite normal. That again is one of the 
things that a forms control operation within a department can take 
care of. 

The forms control machinery, if I may get technical for a minute, 
embodies setting up two control files; one, all of the forms filed by 
number, listed so that they may be identified. Some agencies do 
not even have their forms numbered, and by putting numbers on them 
you get a degree of control. Second, a functional control file in which 
all the forms that have to do, let us say, with requisitioning supplies 
would come together under one heading. That would in itself show 
up duplication in the event 4 or 5 bureaus each had a form for that 
purpose. 

Then those forms would be brought to the attention of the forms 
managers. They could proceed to consolidate them and effect econo- 
mies in printing, stocking, and handling them. 

Mr. Lone. My question was asked with this thought in mind: Many 
legal documents are very important and carry a great deal of weight. 
Perhaps money and property are involved. If they could be so con- 
structed that by striking a line, or adding a line here and there, you 
could probably save a day of typesetting and printing. 

That was my thought. With proper management of this thing would 
we not be able to save money along that line? 

Mr. Ancev. That is true. Some of the ordinary forms—not legal 
ones but those used in other parts of the organization—are so designed 
that often a form can be used by putting an X here or an X there to 
mean two different things. It would have the same effect as striking 
the line you referred to in your legal form. It is a standard tech- 
nique that good forms control people would sanction. 

Mr. Hays. You mentioned requisitioning forms. Is there a stand- 
ardization among the agencies on requisition forms? 

Mr. Ancew. I cannot answer that question right off as to the requisi- 
tion forms, but there are Government standard forms, forms used 
across agency lines. There are several hundreds of those which are 
printed and are supervised under the direction of the Bureau of the 
Budget which has that responsibility, and our colleagues from the 
Budget Bureau can tell you more about that part of the operation. 
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RECOMMENDATION OF HOOVER COMMISSION FOR EXECUTIVE ORDER ON 
PAPERWORK MANAGEMENT 


Mr. McWnuorrer. I was going to make reference to the Hoover 
Commission’s recommendation No. 1 as contained in part I of its re- 
port on paperwork management, which sets forth certain proposed 
changes in paperwork management involving the General Services 
Administration. I believe that the staff director has that recommen- 
dation before him. 

Mr. Haury. I think that you are familiar with it, Mr. Chairman. 

Mr. Hays. Yes, I think that everyone is generally familiar with it. 
We will include it at this point in the record, and then discuss it. 

(Recommendation No. 1 of the Hoover Commission Report on 
Paperwork Management, pt. I, is as follows :) 


RECOMMENDATION No. 1 


We recommend that: (@) the President establish by Executive order and 
direct his top officials to give their support to a governmentwide paperwork 
management program; (0b) the General Services Administration be given re- 
sponsibility for general supervision over all phases of paperwork management 
throughout the executive branch of the Government with a view to simplifying 
and improving the quality of forms, correspondence, reports, and other docu- 
ments, eliminating nonessential copies of material, reducing the volume and cost 
of paperwork that is currently required to be produced, issued, filed, and stored, 
and standardizing the procedures and practices relating to paperwork manage- 
ment; (c) such staff functions of paperwork management as now exist in the 
National Archives and Records Service be consolidated into the organization es- 
tablished in the General Services Administration to implement our recommen- 
dation. 

Mr. Hater. Do you get the impression from reading that recom- 
mendation that there should be established in some other unit of the 
General Services Administration the responsibility of the Govern- 
ment paperwork program generally ? 

Mr. Anceu. No, I do not take it to mean that. The task-force 
recommendation suggests that the responsibility for paperwork man- 
agement be vested in some other part of the organization, not the 
National Archives and Records Service. The Commission, however, 
in its own report simply indicated that some element of the General 
Services Administration should be responsible for the function. It 
did not agree with the task force in that respect. They did not pro- 
pose a separate organization. 

Mr. Hays. Is there anyone in Government at all at the moment 
who is responsible for doing what the Hoover Commission recom- 
mendation No. 1 suggests in part I of the paperwork management 
report ? 

Mr. Ancet. Yes. That would be our organization. 

Mr. Hays. But do you have the authority to do it, and the responsi- 
bility ? 

Mr. Ancex. Yes, I would say we have the authority. As a matter 
of fact, the Hoover Commission task force said there was authority, 
but suggested perhaps there might be some area in which the Ad- 
ministrator might want clarification. 

Mr. Hays. What is the reason for the proposed Executive order? 

Mr. Ancet. The question of clarification. The task force sug- 
gested the Administrator might want the clarification. When the 
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Commission made its own report the term “Executive order” got into 
the recommendation. That recommendation is not in the task-force 
report. 
{r. Haury. It is in the Commission’s own report ? 

Mr. Ancex. Yes, but not in the task-force report. 

Mr. Harry. While we are on this topic, as I recall in a previous dis- 
cussion, you stated that you wrote the Executive order, as such, to be 
extended to the Bureau of the Budget for its consideration ? 


DRAFT OF PROPOSED EXECUTIVE ORDER 


Mr. Ancet. A draft of an Executive order which would have the 
effect of clarifying the responsibility as indicated by the task force 
was prepared and turned over to the Bureau of the Budget for its 
consideration. 

Mr. Hatery. The text of the draft of that Executive order would 
be your thoughts for the best development and operation to promul- 
gate these recommendations? 

Mr. Ancex. Yes, they represented what we thought would be de- 
sirable language for clarification purposes. 

Mr. Hater. Dr. Grover, you heard Mr. Angel’s testimony. Would 
you care to add your comments at this point, sir? 

Dr. Grover. Yes. 

Mr. Hatey. Will you please identify yourself by name and title? 


STATEMENT OF DR. WAYNE C. GROVER, ARCHIVIST OF THE 
UNITED STATES 


Dr. Grover. I am Wayne Grover, Archivist of the United States. 
I wonder if I may go back a little. I think that Mr. Angel has 
done a very fine job of answering the questions in some detail. 


GROWTH OF GOVERNMENTAL RECORDS PROBLEM 


I would like to say, first of all, that this records management prob- 
lem in all of its phases is essentially a new problem in the United 
States Government. When we organized the National Archives back 
in the early thirties, 1935, we sort of went on the assumption that there 
was no real records problem; we were living really in the 19th century, 
but as we moved into the 20th century and the age of the typewriter 
and office mechanization and big-scale Government, and a Government 
with a different kind of character that affects so many citizens, we 
found that we were being overwhelmed with records accumulation. 

Our first approach to the problem was through disposition. We 
thought all that we had to deal with mainly was a disposition prob- 
lem—how could we get rid of records on a systematic basis, appraise 
them, and keep the most valuable records as a part of the archives of 
the United States Government. But the more we got into it, the more 
we found that we had to move from the disposition phase into the 
maintenance of current files in order to get any control of their disposi- 
tion; and finally into this creation phase, finding some new techniques, 
or some new approach to the problem of how to keep under control the 
four great bodies of Government paper that are created—correspond- 
ence, forms, instructions, and reports. 
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THREE PRASES OF RECORDS MANAGEMENT 


We found each of the three phases of records management were 
interrelated ; that is, decisions as to how you maintain current files af- 
fect decisions as to their disposition. In records creation, a decision 
to use a form letter for a repetitious type of correspondence immedi- 
ately affects how you maintain the records in the current files and it 
helps you in your disposal problem because that decision immediately 
tags that type of correspondence as routine. 

In many cases, if you use a form letter, you need not file the incoming 
letter at all and you certainly need not file a carbon copy of the out- 
going form letter. 

Even writing good plain letters, eliminating gobbledygook, has 
some effect all the way through, particularly in cutting down second 
“a third inquiries to the Government. It keeps the number of letters 

own. 

We came to the conclusion in the 1940’s that we should use a new 
approach to this, approaching it by looking at the records that had 
been created over a period of time, those that exist now, and going 
forward into the current files to see how we could cut down on the 
volume of records being created and improve their quality, improve 
the filing systems that were being used and get a more systematic dis- 
position at the end of it. 


NEED FOR TOP MANAGEMENT ATTENTION 


Now our big problem was to get the atten‘ion of top management 
and people down the line focused on this problem and to realize that 
we did have a problem. 

When the first Hoover Commission came along it was the first time 
since the Taft Commission that the problem had been dramatized effec- 
tively. That first Hoover Commission emphasized the disposition 
phase, and we, with the support the Commission gave us, the support 
of the Bureau of the Budget, and the support of both the House and 
Senate Appropriations Committees, we were able to get the disposi- 
tion problem under control. 

The second Hoover Commission came along and emphasized this 
question of records creation and records maintenance, and the conclu- 
sion of the Commission. as Mr. Angel said—the need for some clarify- 
ing Executive order—is not nearly so important as the publicity that 
the Commission gave to the problem and the attention that it focused 
on the problem. 


RESPONSIBILITY ASSIGNED BY PRESIDENT TO GSA FOR PAPERWORK 
MANAGEMENT ASSISTANCE TO EXECUTIVE AGENCIES 


Now, there is a press release out this morning announcing that the 
President has assigned to the General Services Administration the re- 
sponsibility for g:ving technical assistance and advice to the executive 
agencies in carrying out this paperwork management program. 

Weare going to have to work very closely with the Budget Bureau. 
We are going to need the additional money that is up before the Ap- 
propriations Committee if we are to move very fast. But I think 
that we have made great progress and the very fact that this committee 








PAPERWORK MANAGEMENT 1] 


is giving attention to this problem here this morning is most 
encouraging. 
NEEP FOR TRAINED PERSON NEL 


Our big problem is to get people interested first of all, and then 
to train them. It is really a training problem. You have to train 
people up and down the line on techniques that will result in the cre- 
ation of fewer and better records, and more economical and more ef- 
fective administration. 

I have always felt, and I testified to this effect when the Federal 
Records Act was passed in 1950, that the only authority that is really 
effective is the authority of competence. If you have something good 
to offer, somebody will buy it. To put it in a salesman’s terms, we 
have to sell this program as something people will buy to help them- 
selves. 

Our whole approach in this program is to move ahead on that basis; 
to persuade rather than to carry a big stick. I do not think the big 
stick is too effective when you are dealing with paperwork creation 
because paperwork always means a lot of detail—the detail of forms. 
the detail of correspondence. You cannot go in and order a man and 
say, “You must use a form letter for this type of correspondence,” or 
“You must use a guide letter”; but you can show him, if he will use 
a form letter, or a guide letter, how he can make his operation more 
effective and economical. 

I think that is an effective approach to records creation and an ap- 
proach that we almost necessarily have to take. 

We have always been in favor of anything that will help establish 
this program throughout the Government; that will help support Gen- 
eral Services Administration’s leadership in the program, that will get 
not only heads of agencies but people all the way down the line to help 
us in what we are trying todo. Essentially it is a training program 
and a selling program. 

Mr. Ruopes. Do you use film in the preservation of records and for 
saving space / 

USE OF MICROFILM 


Dr. Grover. Yes; we use microfilms for records that have long-time 
retention values, but microfilm itself is a very expensive process and it 
cannot be justified for short-term retention records. We will save 
money by putting short-term records into a records center and destroy- 
ing them after a period of time rather than microfilming them. The 
microfilm process is very good where you have records that can be 
easily filmed—typescript records, records that have no colored ink on 
them, and things like that. 

Mr. Lona. I would like to make a comment. I think your whole 
thought is that this is a job that we have to sell to those who use it and 
let them understand this is really the better way for them? 

Dr. Grover. Yes. 

Mr. Lone. I have had that thought all along. I also know that 
when you start to work it out if you do not have enough help you will 
cut things off and do about as good a job as if you had more. 

Mr. Hays. Dr. Grover, I have a question concerning reports. 
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NEEDLESS DISTRIBUTION OF GOVERNMENT REPORTS 


My office is simply flooded at times with reports from various Gov- 
ernment agencies, 99 percent of which go into the wastebasket for the 
simple reason that if we kept them for 6 months we would not have any 
room to get into the office. We would have to move out. 

Now I realize those reports are valuable and at times you do need 
to refer to them, but it seems to me if I need them I can call up the 
Library of Congress and get what I need and use it and send it back 
instead of having them sent to my office just automatically. 

Has any thought been given to cutting down on that ? 

Dr. Grover. I am under the impression most agencies now will not 
send out reports to anyone unless they have a formal request to be put 
ou their mailing list. 

Mr. Hays. I believe we are not getting as many as we did, say 5 or 6 
years ago, but it still seems to me we are getting a lot that we could 
well do without. 

Dr. Grover. I think a good many reports are sent to Members of 
Congress to try to impress them in one way or another. Some sliould 
not really have come up here in the first place. 

Mr. Hays. I was just wondering how generally they did that to 
other people, and how widespread this business of sending them out is. 

Dr. Grover. Free publications are not supposed to be sent out ex- 
cep’ upon request. 

Mr. Harey. As we intend to get into the distribution of printed 
material at another date, may we proceed on this thought? Dr. Grover, 
are there proposals presently existing in this Congress to strengthen 
the Federal Records Act of 1950, or is it strong enough as it exists? 
Do you contemplate any changes in it ? 


PROPOSED LEGISLATION TO STRENGTHEN FEDERAL RECORDS ACT 


Dr. Grover. A year or so ago we submitted an amendment to the 
Federal Records Act that had been under discussion for some time, 
which was again intended as clarifying legislation to establish in the 
General Services Administration the clear responsibility for issuing 
guidelines and general policies and standards. That again is clarify- 
ing legislation. From our point of view, it is desirable. The Federal 
Records Act, as it exists today, gives us "authority, it seems to me, to 
promote good records management, and on a selling basis we can pro- 
mote it without that language. 

Mr. Hater. Then the creation phase, as you have described it, you 
feel properly belongs in the National Archives ? 


PROBLEMS OF RECORDS CREATION 


Dr. Grover. I think that everybody in the Government is involved 
in this creation phase of records and there should be no exclusive char- 
ter anywhere. I think that would be impracticable. The Budget Bu- 
reau is very vitally concerned with it, and we want to work closely 
with the Budget Bureau on it. 

You see, our approach to this creation problem is from the bottom 
and the back; that is, we first look at the records that exist and then 
go toward creation, looking at paperwork in terms of techniques that 
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will improve the quality and decrease the quantity of records being 
created. 

I do not want to speak for the Bureau of the Budget, but I know 
their O. and M. program also gets into records creation through its 
analysis of organization and functions, and each agency does it, but 
the question is, how can we all work together on it. In the last analysis, 
there is not going to be any improvement in records management, or 
paperwork management, unless the head of the agency himself will 
get. behind it and encourage the program. 

Responsibility for records creation in the last analysis is a com- 
mand responsibility of the head of the agency. 

Mr. Hays. I would like to ask a question of either Dr. Grover or 
Mr. Angel. Perhaps they both would like to speak on it. 


RECOMMENDATION OF HOOVER COMMISSION TASK FORCE FOR NEW GSA 
PAPERWORK MANAGEMENT SERVICE 


The Hoover Commission task force report, part I, at page 50, says— 
We have concluded therefore that a new and distinct paperwork management 
service is needed within the General Services Administration. 

Dr. Grover. I would like to speak to that for a moment. It would 
mean considerable new overhead for a relatively small staff as an or- 
ganizational matter, but in substance what it would do would be to 
divide these three phases of records management or paperwork man- 
agement, whatever you want to call it, and our whole approach is that 
the three phases are interrelated so that they should be kept together 
organizationally. If you move two of the phases out to another serv- 
ice and leave disposition in the Archives, what you are doing, it seems 
to me, is creating an opportunity for friction between the two services. 

Mr. Hays. In other words, you disagree with that recommendation ? 

Dr. Grover. Yes; I do. 

Mr. Hays. What do you say about it, Mr. Angel ? 

Mr. Ancev. I disagree with it too. As I indicated earlier in my 
testimony, 1 was out of the country at the time these recommendations 
were formulated. I believe there is a footnote in the report indicating 
that. When I saw a draft of the report, which was sent to me in Iran, 
I wrote back to the chairman of the task force explaining why I thought 
it would be undesirable to set up a separate organization, but I was a 
minority in the group and I was not here, and the report was not 
changed. 

Mr. Hays. I do not think the Hoover Commission report should be 
your bible verbatim, but I want to get at why you disagree with it, 
and the next question that occurs to me is, the report says that a Gov- 
ernment paperwork management program could save a quarter of a 
billion dollars annually. Do you agree with that ? 


NO IMMEDIATE PROSPECT OF SAVINGS IN PAPERWORK COSTS 


Mr. Anceu. If there is written into that sentence “enough time to 
get the job done.” Savings on that order will not be achieved in 1 or 2 
years. It will be a long continuing process. You have already indi- 
cated in the case of reports that the situation is better today than it 
was several years ago in terms of the number that come to you. That 
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is true of forms, it is true of letter writing, and it is true of any kind 
of paperwork. As you apply the brakes you achieve the savings, but 
not immediately. 

Mr. Hays. How long would it take to get to that desirable situation, 
5 or 10 years ? 


FIVE YEARS NECESSARY FOR EFFECTING RECOMMENDATIONS OF HOOVER 
COMMISSION 


Mr. Anceu. I would think 5 or 10 years would be a reasonable period. 
It took approximately 5 years to effect the recommendations of the 
first Hoover Commission report on records management. This part 
of the program is more difficult, it is more intimately related to the 
agency, and a little more difficult to change. I would say more than 
5 years, but I do not think more than 10 years. 

Mr. Hays. Do you think you can effect this saving under the present 

set-up without further orders or legislation ? 


NO NEW LEGISLATION NEEDED 


Mr. Ancew. It looks that way tome now. As Dr. Grover has indi- 
cated, our emphasis up to now has been largely in the area of records 
disposition, and we are only gradually moving into these other areas. 
We may strike snags as we go along. I would not want to be put in 
the position of stating that we would never need more authority or 
that there would be no difficulties to arise. 


PROPOSED EXECUTIVE ORDER 


Mr. Hays. Going back to this proposed Executive order, I under- 
stand such an order was drafted and sent to the Bureau of the Budget ? 

Mr. Ancet. That is corerct. 

Mr. Hays. How long ago? 

Mr. AncreL. My recollection is it was sent about last May. 

Mr. Hays. About a year ago? 

Mr. AnGEx. Just about. 

Mr. Hays. What have you heard in that interval of a year? 

Mr. AnGet. Since the Budget Bureau has had it for consideration, 
I would think it would be better for them to answer that. 

Mr. Hays. I will ask them about it, do not worry about that. 

Mr. Hatey. We met with people from GAO and other interagency 
bodies. To what extent do you work with GAO on records ? 


GSA—GAO COOPERATION 


Dr. Grover. We work closely with the General Accounting Office 
on all phases of this program. GAO has an excellent records man 
over there and our intention would be to work more closely with them 
in the field of accounting forms and the application of electronic 
methods, and machines. There is a joint committee on that, as you 
know, a joint committee to improve accounting in the Federal Gov- 
ernment. We are not represented on that committee. I think in the 
future we should be represented on such a committee. I would hope so. 

Mr. Harry. Mr. Chairman, we are going to pass over now to repre- 
sentatives from the Bureau of the Budget, but before that I would 
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like to call attention that also present today is a good friend of all of 
us, former counsel of the Government Operations Committee and now 
Assistant General Counsel of the General Services Administration, 
Mr. Thomas A. Kennedy. It is nice to have you with us, Mr. Kennedy. 
Mr. Kennepy. Thank you. 
Mr. Hater. I would like to direct the next question to Mr. Sut- 
ton. For the record, will you identify yourself, Mr. Sutton. 


STATEMENTS OF HIRST SUTTON, ASSISTANT CHIEF, OFFICE OF 
MANAGEMENT AND ORGANIZATION, BUREAU OF THE BUDGET; 
ROBERT E. MERRIAM, ASSISTANT TO THE DIRECTOR, BUREAU 
OF THE BUDGET; AND PAUL F. KRUEGER, ANALYTICAL STATIS- 
TICIAN, OFFICE OF STATISTICS STANDARDS, BUREAU OF THE 
BUDGET 


Mr. Surron. My name is Hirst Sutton. I am assistant chief of 
the Office of Management and Organization of the Bureau of the Bud- 


et. 

Mr. Hays. Would you give us something of your background ¢ 

Mr. Surron. I have been with the Budget Bureau since 1943 in vari- 
ous capacities and since 1948 in the management staff work of the 
Bureau. 

Prior tu 1943 I spent some time with the National Housing Agency. 
The earlier years of my career in Government were spent in local gov- 
ernment in Dallas, Tex., and Saginaw, Mich., and in consulting work 
with State and local governments throughout the country for a num- 
ber of years. 

Mr. Hatey. Mr. Sutton, will you tell the subcommittee as briefly as 
possible the difference between standard forms and other forms used 
within executive agencies of the Government ? 


STANDARD FORMS 


Mr. Surron. Yes. Standard forms have a specific definition. 
They are forms that are so identified and are specified for mandatory 
use of Government departments. There area number of Federal agen- 
cies that have authority to prescribe forms for use by other agencies; 
for example, the General Services Administration has authority to 
promulgate forms used in supply, space, and some archival and records 
functions. The Civil Service Commission has authority to prescribe 
various personnel procedures and forms. And the General Account- 
ing Office likewise has authority, in the fiscal and accounting field. 

Forms that are so prescribed for the mandatory use of all Govern- 
ment departments are specifically designated as standard forms and 
must be used unless exceptions are made by the promulgating agency 
and the Bureau of the Budget. 

The Bureau’s work is aimed at keeping the forms coordinated and 
numbered. Standard forms are proposed to the Bureau of the Budget 
for this coordinating review and for the assignment of numbers 
within the whole series of standard forms. Upon the Bureau’s ap- 
proval, they are promulgated by the agency that has the authority. 
That agency issues instructions for the use of the forms, and the forms 
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themselves are generally printed by the Government Printing Office 
and supplied to agencies by the supply arm of the GSA. 

Mr. Hays. Let me try to get a picture of how a form is created. 
Suppose somebody in the Pentagon decides they need a new form. 
What procedure would they have to go through for it to become a 
standard form, or can they issue it on their own ? 

Mr. Surron. The Defense Department has no authority to issue 
forms for mandatory use of other departments. 

Mr. Hays. But for their own department ? 

Mr. Surron. For their own, yes. 

Mr. Hays. They do not have to consult anybody about it ? 


DEPARTMENTAL FORMS 


Mr. Surron. Any department that has functions assigned to it by 
the Congress and believes that it needs certain forms to carry out 
those functions can develop a form to help carry out its mission. 

The practice in the departments will vary from one to another. 
As to the Department of Defense, Mr. Angel can speak with more 
personal knowledge because of his years in the Navy. There is, I 
am sure, some higher approval above that of the person who initially 
thought the form was desirable to carry out an operation. I do not 
believe that we can generalize about all the departments. 

To answer Mr. Haley’s original question, I can distinguish be- 
tween standard forms and departmental forms in this way. Stand- 
ard forms are those generally promulgated by authority of a sen- 
tral agency for mandatory use in accounting, supply, personnel, budg- 
eting, and the like; whereas the departmental forms are used only 
in the department to carry out the mission of the department itself. 

The law, as Mr. Angel has indicated, says that each agency should 
have a records management program, and I think Mr. Haley’s re- 
ports from the departments indicate that most have established some 
kind of forms management control mechanism to ride herd on the 
forms within the various agencies. 

In further answer to the chairman’s question—I know you intend 
to get into this later, Mr. Haley—there are some agency forms that 
are used by the public which are subject to the Federal Reports Act. 
The Federal Reports Act requires approval by the Bureau of certain 
forms that have to be filled out by the public or industry or any parties 
outside of the Government. 

Mr. Hays. We could take the income-tax forms and see who devised 
them. 

Mr. Surron. It might be well, Mr. Haley, to introduce these other 
two gentlemen here, because perhaps on some of these questions it 
would be appropriate for them to join in the discussion. 

Mr. Harry. For the record, will you state your names and positions. 

Mr. Merrtam. Robert E. Merriam, Assistant to the Director of the 
Bureau of the Budget. 

Mr. Krurcer. Paul F. Krueger, analytical statistician, Office of 
Statistical Standards of the Bureau. 

Mr. Hatry. I was going to direct questions on this circular of 
June 18, 1948,1 a fine piece of work. Has there been a revision of this? 


1 See Bureau of the Budget Circular A—40, printed on pp. 30-34. 
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Mr. Surron. There has not been a revision of that management 
bulletin nor are we considering any. The GSA is considering the 
development of similar material for helping those agencies which want 
to get better control of their forms. This management bulletin has 
been used throughout the Government, and I am sure Mr. Angel will 
find it desirable to develop additional material on this subject. 


STANDARD FORMS 


Mr. Hatey. How many United States Government standard forms 
are in use at this time / 

Mr. Sutron. I do not know. 

Mr. McWuorter. 212. 

Mr. Surron. I have a copy of the list we furnished to you. I have 
not counted the number of forms. 

Mr. Hatey. Do other agencies or departments approve United 
States standard forms? 

Mr. Surron. GAO approves forms used in the financial procedures 
of the whole Government. 

Mr. Harry. Vouchers? 

Mr. Surron. Yes. We did not supply you with the list of their 
forms. 

Mr. Harry. They were kind enough to do it. 


FUNCTIONS OF THE BUREAU OF THE BUDGET ON STANDARD FORMS 


How many people in the Bureau of the Budget are concerned with 
the approval and development of standard forms? 

Mr. Surron. We develop very few in the Bureau. Our job is 
coordinating the forms developed in other central agencies. There 
are a few forms, perhaps more than most operating agencies like, used 
in the budget process itself, and our people in the office of budget 
review have the responsibility for developing forms and procedures 
used in that process. It would be difficult to say how many people in 
the Bureau participate in that review work. One man in our office 
devotes part of his time to coordination of the review, but he uses the 
services and assistance of people throughout the Bureau in reviewing 
specific forms. For example, forms developed by the Civil Service 
Commission would be reviewed by people in the Bureau who deal with 
personnel matters in the Federal Government. We have an account- 
ing staff which might review the fiscal forms. And we have supply 
people who might review GSA forms. 

The forms proposed by these departments and agencies coming into 
the Bureau first enter Mr. Krueger’s office, where they are examined 
to see if the forms involve any participation or use by the public or 
if they fit into major statistical areas with which his office is con- 
cerned. His office notes that and sends it to our office where the review 
is initiated. 

Mr. Harry. Would it not be advisable to standardize more forms 
which could be commonly used by several agencies ? 


CONSIDERATION AND DEVELOPMENT OF NEW STANDARD FORMS 


Mr. Surron. Perhaps, <A decision to standardize forms generally 
does not come as a result of a decision just to standardize more forms. 
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If in the study of a certain operation or procedure in the Federal 
Government it is discovered that many of the agencies are using forms 
that are very similar, it is a pretty clear indication that perhaps a 
standard form might be used, with economy in printing and stocking. 

A decision to have a standard form could only result after studies of 
the specific operations that are involved. As a rule, the Bureau of 
the Budget would not make these studies; they would be made by 
the agencies having authority to promulgate the forms. 

I say again, our role is one of coordination and clearance. I think, 
too, that there should be room for experimentation and nothing can 
stifle initiative as much as a standard procedure. I think we must 
leave the door open for an agency that has a better mousetrap, so to 
speak, 

Mr. Hatey. Who would give consideration to the desirability of 
standardizing more forms? 

Mr. Surron. Any of the central agencies might give consideration 
to standardizing more forms. 

Mr. Haury. The authority is scattered ? 

Mr. Surron. Yes. The Bureau of the Budget does not have the 
authority vested in GSA or the Civil Service Commission, and should 
not. 


PURPOSE OF SUBCOMMITTEE TO REDUCE GOVERN MENTAL PAPERWORK 


Mr. Hays. The general impression is abroad in the country that the 
Government is flooded with unnecessary papers, and your agency gave 
a good deal of credence to that belief by advertising it. 

What this subcommittee was created for, and what the leadership of 
the Congress who were behind the creation has in mind is to try in 
some way to cut down on this flood of paper, and if we can save a 
quarter of a billion dollars that is fine, but it seems to me more im- 
portant for us to keep this Government from being drowned by this 
paper. 

What is the best way to get at that? Do you want to give us your 
ideas? Perhaps the idea is wrong to start with. I do not know. I just 
would like you to tell us what you think about it generally. 

Mr. Sutton. I think you have received some very good ideas from 
the gentlemen at the other end of this table. Undoubtedly the solution 
is ultimately one of getting people throughout the Government to be 
conscious of the need to hold not only the paper but all other aspects of 
their operations toa minimum. The leadership provided by such cen- 
tral agencies as the GSA, Civil Service Commission, GAO, and the 
Bureau of the Budget can be helpful on a technical and advisory basis, 
and I think the emphasis that the Hoover Commission and the Presi- 
dent gives to this movement can help stir interest in the departments. 
With achievement of greater interest, and with the advice and assist- 
ance of people like those in Mr. Angel’s agency, I believe something 
will be done about these problems. 


HOOVER COMMISSION RECOMMENDATION FOR EXECUTIVE ORDER ON 
PAPERWORK MANAGEMENT 


Mr. Hays. What do you have to say about this recommendation of 
the Hoover Commission that a new paperwork management service is 
needed within the General Services Administration ? 
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Mr. Sutton. I cannot answer that, Mr. Hays. The only thing I 
feel strongly about is that the Administrator of General Services 
should be allowed to organize the General Services Administration as 
he sees fit because the law has vested him with these responsibilities 
and I think he should be allowed to establish the structure that he 
believes will best accomplish his mission. 

Mr. Hays. What about this Executive order that was drafted and 
sent to the Bureau of the Budget ? 


RESPONSIBILITY OF THE BUREAU OF THE BUDGET REGARDING EXECUTIVE 
ORDERS 


Mr. Sutron. The Bureau of the Budget serves as a coordinating 
agency for the President in developing recommendations for the Presi- 
dent on proposed Executive orders and assuring that there is in effect 
a staff position put forward to the President. 

Mr. Hays. Does it usually take a year to pass on it ¢ 

Mr. Merriam. Could I speak to that ? 

If I might, I would like to lump the last 2 or 3 questions all together. 
I would like to suggest, if 1 may, to the members of the committee, 
several things which I believe are interrelated and which might be of 
some help to you in your analysis of this problem, and which we think 
would be helpful to us. We are very happy to get your thinking on 
the matter, and it is something both Congress and ‘the executive branch 
of the Government have to devote themselves to if we are to get any 
answer to the problem. 

If I might digress for a moment, during the war the word got around 
that General Rommel, German field marshal on the African front, 
said the war was going to be over in 1944, and the story is when he was 
queried about this later on he said he thought both sides would be out 
of paper by that time, which w ould bri ing about an end to the fighting. 

As has been suggested earlier, this is a new problem, at least in scope. 
What happened is this. The Bureau of the Budget, which is the staff 
arm of the Executive Office of the President, got into this very ear ly, 
inasmuch as the question of paperwork c -ontrol was very largely tied in 
with the entire problem of organization and management. You can- 
not speak of paperwork control in a vacuum; you have to consider how 
an agency is set up, the interrelationship between that agency and other 
agencies, internal command, and the interrel: ationship between the 
agency and the public. It is for this reason that we very early got 
into the problem of forms standardization and so on. 


BUREAU OF THE BUDGET ATTITUDE TOWARD AGENCY RESPONSIBILITY FOR 
PAPERWORK MANAGEMENT 


As Doctor Grover and others have indicated, the administration 
feels—and this has not been a matter of variance, I believe, from one 
administration to the other—that the primary responsibility must be 
with the operating agency itself. That is why we have maintained 
that we simply cannot develop a law that will force an agency head to 
doa good job of paper management, and that the power to enforce must 
be in terms of his ability to ‘dev elop a sound program which he would 


willingly adopt. 
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We have been talking primarily here about internal paperwork 
management control, papers used in the operations of the department 
itself. 

PUBLIC USE FORMS 


Several of you have asked questions which pertain primarily to ex- 
ternal relationships, that is, the relationship between the Government 
and the public. I want to make it clear that there is such a distinction 
and that in the field of external relationships, the relationships be- 
tween the Government and the public, to a large extent the Office of 
Statistics Standards has, since 1939 when it was transferred into the 
Bureau, played a major role in trying to hold down the number of 
forms sent to the public; and the Federal Reports Act does give us, 
we believe, the weapons with which to achieve that job. 

Perhaps you would want to learn from Mr. Krueger more in de- 
tail how they operate. 

I would like to say there are two forms exempted from our surveil- 
lance, and one of them is income-tax returns. 

Mr. Hays. And what is the other ? 

Mr. Merriam. Bank examination forms. But all other forms go- 
ing to the general public must have the approval of the Bureau of the 
Budget or they do not have to be answered. 

We would be the first to say there is a long way to go in trying to 
see that individual businesses and corporations do not receive requests 
for information that are duplications or that are not really needed. 
This is a very important part of the external relationship, that is, 
the relationship between the Government and the public. 


INTERNAL USE FORMS 


I would like to say this. Of course all of us have been carefully 
analyzing the Hoover Commission reports and the President has 
placed in the Bureau of the Budget a responsibility for coordinating 
the views of the various agencies in these various areas with which 
the Hoover Commission dealt, and their suggestions have been ex- 
tremely helpful to us. But, as in everything else, there are always 
several ways to achieve the same objective. Basically, in connection 
with internal paperwork management, it was our feeling after care- 
ful analysis of the whole subject that the responsibility could and 
should be placed primarily on the GSA—and this has been done as 
has been indicated here today—but that basically the responsibility 
ought to be with the operating departments to carry out their pro- 
grams, and that the work that either GSA or ourselves did should be 
of an advisory nature or in developing new ideas and referring them 
to the various departments. Working in conjunction with GSA we 
have develéped some ideas that will require our close cooperation. 

So I would say the answer to your question would be that in our 
opinion the intent of the Hoover Commission report and its recom- 
mendations can be carried out and are being carried out and will be 
carried out without the necessity of a specific Executive order; and 
I would say that correspondence and conversations we have had with 
GSA have given them the necessary responsibility, in consultation 
and coordination with us, to get this program under way on an even 
more accelerated basis. 
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Mr. Ruopes. Mr. Chairman. 
Mr. Hays. Mr. Rhodes. 


USE OF BUSINESS MACHINES AND ELECTRONIC EQUIPMENT 


Mr. Ruopes. The Director of the Budget has recommended the utili- 
zation of business machines or electronic equipment to facilitate paper- 
work. What has been done in regard to that? What advances have 
automation made in the Bureau of the Budget and in the Federal 
service ? 

Mr. Merriam. I think I would have to have the technicians report 
in that field, and perhaps GSA would be better qualified to give that 
answer. GAO has also been active on machine accounting. I would 
say generally there are continually under study plans for extension 
of the use of machines, and some important steps have been taken be- 
cause of the continuing studies that are being made. 

Mr. Hatey. I think you will get a broader answer to that from the 
GAQO. You said GAO and GSA? 

Mr. Merriam. Yes. 

Mr. Surron. And I might add the Bureau of Standards also. 

Mr. Merrtam. What we do is to set a target to shoot at. The execu- 
tion would be in the hands of the operating agencies. 

Mr. Surron. Perhaps I can add one more point to this discussion. 
The Hoover Commission paperwark task force made a recommenda- 
tion, which the full Hoover Commission endorsed, that the GSA spon- 
sor or set up an interagency committee on electronic business mach- 
ines, coordinating automation efforts throughout the Government. As 
a result of consideration of this proposal, the Bureau of the Budget 
has been asked to establish such an interagency committee or commit- 
tees as might be needed. The Bureau has already worked with the 
General Accounting Office on various projects dealing with the use of 
machines on accounting. We have worked with the Treasury and 
GAO on a big project they are just getting under way at this time; 
and we have worked on a consultation and cooperative basis with the 
Bureau of Standards, which is a focal point of knowledge on electronic 
data processing. 

Mr. Scuneck. Is it generally felt there could be an interagency 
committee working on the desirability and propriety of forms under 
the general leadership of the GSA, which I understand has the gen- 
eral authority, which would take the place of this separate organiza- 
tion recommended by the Hoover Commission ¢ 

Mr. Merriam. You have two proposals, really. One is where the 
whole responsibility for paperwork management should be concen- 
trated, and I think the answer generally is that ultimately it must 
be concentrated in the operating agency. 

The second question is as to the central services of GSA. 

Mr. Scuenck. Does GSA exercise general supervisory action over 
the agencies that produce common forms? 


STANDARD FORMS 


Mr. Merriam. We have certain responsibilities where standard 
forms are concerned, if that is what you are speaking about. 
Mr. Scuenck. That is right. 
80817—56—pt. 1——4 
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Mr. Merriam. We in the Bureau of the Budget have been desig- 
nated to work on the question of standardizing certain forms. That 
is the question to which Mr. Sutton was speaking. 

Mr. Scuenck. Is there a cooperative or interagency approach to 
this matter ? 

Mr. Merriam. Very definitely. Perhaps Mr. Sutton would like to 
speak to that. 

Mr. Surron. Are you talking about electronics ? 

Mr. Scuenck. No; 1am talking about standard forms. 

Mr. Surron. Standardization of forms? 

Mr. Scuenck. Yes. 

Mr. Sutton. No; there is not a committee working actively in this 
field. You see, the Civil Service Commission, which promulgates a 
great number of forms—they take up two pages in this double-spaced 
list here—the Civil Service Commission does have the assistance of a 
group of agency personnel officers who meet with them on various 
occasions, so there is an opportunity for the agencies to express their 
views in an interagency committee, so to speak, meeting with the Civil 
Service Commission. 

Within the Bureau of the Budget, a number of forms that the 
Bureau promulgates deal with medical and hospital administration 
in the Federal Government. The reason the Bureau of the Budget 
promulgates forms dealing with laboratory reports on blood chemis- 
try and so on is because no other department of Government has 
authority to standardize these forms. So we have the advice and as- 
sistance of an interagency committee chaired by a man from the 
Public Health Service. These forms are now used extensively through- 
out the Government hospitals and clinics in the country. 

Mr. Scuenck. I thought perhaps that might be the reason why you 
did not clear this Executive order, because it is already being done 
on that basis. If the Hoover Commission report is correct that a 
great saving could be made by having an overall supervision of forms, 
then that is one thing. If it is being done on this other basis and you 
are getting the same results, that is something else. 


STANDARD FORMS NOT STUDIED BY HOOVER COMMISSION 


Mr. Surron. Actually, the Hoover Commission did not deal with 
standard forms. Its first report on paperwork management indicated 
that the second report was going to include something on standard 
forms, but it did not. ' 

Mr. Merriam. We feel there is a mechanism to carry out the stand- 
ard forms program. 

Mr. Scnenck. You already had the mechanism and did not need 
the recommendation ? 

Mr. Merrram. Yes; we think so. 

Mr. Hays. There is a lot of criticism of Congressmen in the news- 
papers, urging the people to write to their congressman and ask why 
the recommendations of the Hoover Commission are not being put 
into effect. This is one case where the Hoover Commission had noth- 
ing to do with it. 

Mr. Merriam. Of course the amount of money available for the 
program is subject to congressional action. 
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Mr. Hays. The Hoover Commission report says the Administrator 
of GSA may well feel that he needs a clearer definition of his respon- 
sibility. Do you people from GSA think you need a clearer definition 


SUFFICIENT AUTHORITY FOR GSA TO GIVE PAPERWORK ASSISTANCE 


Dr. Grover. I think Mr. Angel’s statement was that we can move 
along with the authority we have got at the present time, since the 
President has designated GSA as the agency to assist and ‘advise the 
executive agencies in carrying out this paperwork recommendation. 
That has already been done. Whether the action takes the form of 
an Executive order or some other form is not very important to us. 
He has taken action to move along on this. 

Mr. Hays. Do you concur in that, Mr. Angel? 

Mr. Ancen. Yes; the President has endorsed the program and 
has indicated that he wants the agencies to cooperate with GSA and 
that GSA is the agency to assist and advise. That authority should 
be adequate to do the job. 

Mr. Hays. Do you think, then, that authority is adequate to do the 
job? 

Mr. Ancex. I think so far as the authority is concerned we can 
operate very well. 

Mr. Hays. Without an Executive order ? 

Mr. Anger. Yes. Now the question hinges around the resources 
to go forward with it, and Congress is by way of making that avail- 
able. 

Mr. Scuenck. It hinges on whether the authority they have will 
produce the saving the Hoover Commission report says can be pro- 
duced. 

Mr. Hays. Will you come back in 5 yore and say you could not do it 
because you did not have the authority ? 

Mr. Anceu. If we find at any time we do not have the authority, 
it is incumbent upon us to so state. 


OBSERVATION BY CHAIRMAN THAT AUTHORITY IS DIVIDED RETWEEN GSA 
AND BOB 


Mr. Hays. I have never believed you can do much with divided 
authority. It seems to me you have it here. Maybe I do not see it 
clearly, but it looks like the authority is divided between you and 
the Bureau of the Budget and others until you dissipate any effec- 
tiveness one might have. We used to have an expression which fits 
this case called “passing the buck.” . 

Mr. Merriam. I think basically you get down to the situation that 
the final authority is in the chief of the executive branch who must 
organize a chain of command to carry out his decisions. 

Mr. Hays. Justa minute. Who has to organize a chain of command ? 


PRESIDENTIAL AUTHORITY 


Mr. Merriam. The President. The staff and service agencies pro- 
vide advice and assistance in these basic line decisions, but basically 
it has to go from the Chief Executive to the operating departments. T 
think that is a pretty well agreed upon administrative procedure. 
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When you have a staff agency such as the Bureau of the Budget, I 
think the Congress would be the first to object if the Bureau of the 
Budget were to tell the departments what to do. 

Mr. Hays. To be very frank with you, that is exactly what I hear, 
and I have also heard you people have short circuited this because you 
want to get something else under your control. 

__ Mr. Merriam. That is the opposite of what is taking place. I think 
if a staff organization were telling the operating departments how to 
run their departments, there would be a more confused situation. 

Mr. Hays. I will not quarrel with you on that. What I am inter- 
ested in is who is going to check up to see if they react to the respon- 
sibility they have. 

Mr. Lona. Yes. How will you find out if the agency is carrying out 
the orders? 

GSA SURVEYS OF AGENCY PAPERWORK 


Mr. Merriam. GSA is doing exactly this in their analysis where they 
identify these various problems. 

Dr. Grover. We have authority to make surveys of individual agen- 
cies and report the results to the Bureau of the Budget and to Congress. 
That authority has been in our GSA Act since 1950. We have found 
that the most effective method is to try to sell the agency on our recom- 
mendations rather than to threaten them with this authority to go to 
the Bureau of the Budget and Congress. 

We are working now with two great departments, the Department 
of Justice and the Department of Agriculture, on certain phases of 
this program, and we are not only checking up, we are trying to help 
them as we go along—trying to help them to install these procedures. 
If at a later date some kind of inspection is necessary, we can make it. 

Everybody is involved in paperwork, and you cannot make a clear- 
cut distinction, really. I think the assumption of the Bureau of the 
Budget that the head of the agency must have the final say in records 
creation is a correct one. 

If some agency were particularly delinquent—and we have not 
found any yet that, given time, we have not been able to bring around 
to this program in one way or another—we could make an inspection 
and report the results to the Bureau of the Budget and to Congress 
for action. 

Mr. Hays. In other words, say 3 or 4 years from now if the Printing 
Committee or some appropriate committee of Congress wants to know 
what has been done about this, you are the one who can point out which 
departments have cooperated and which have not? 

Dr. Grover. Yes, sir. 


LEGAL AUTHORITY FOR BOB AND GSA RESPONSIBILITY FOR RECORDS 
MANAGEMENT 


Mr. Scuenck. Mr. Chairman, I would like to suggest that these 
gentlemen be asked to formalize their statements in writing and to 
indicate in these statements the extent of their authority and respon- 
sibility in these various matters so that we will have that in our record. 
Then at a later time it could be specifically referred to. 

Mr. Hays. I think that is a good idea. Without objection we will 
ask each of you to submit a brief statement outlining generally what 
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your authority is. You need not rehash what you have said, which 
will be a part of the record, but state specifically what you consider 
your authority to be and how far it extends. 

(The statements submitted are as follows :) 


4 oo requested information, pertaining to the Bureau of the Budget, is as 
ollows: 
In the general area of executive branch management : 
Section 209, Budget and Accounting Act. 1921 (31 U. 8. C.18). 
oe 104, Budget and Accounting Procedures Act of 1950 (31 U. 8S. ©. 
18a). 
Section 1001, Classification Act of 1949 (5 U.S. C. 1151). 
Executive Order 8248, September &, 1939. 
Executive Order 10072, July 29, 1949. 
In the general area of executive branch statistical coordination : 
Federal Reports Act of 1942 (5 U. 8. C. 139). 
Section 103, Budget and Accounting Procedures Act of 1950 (31 U. 8. C. 
18b). 
Executive Order 8248, September 8, 1939. 
Uxecutive Order 10033, February 9, 1949. 
Executive Order 10253, June 11, 1951. 
In the approval of executive branch periodical publications : 
Section 1 of the act of May 11, 1922, as amended (44 U.S. C. 220). 


AUTHORITIES GOVERNING GSA ACTIVITIES IN THE FIELD OF RECORDS MANAGEMENT 
AND PAPERWORK 


The basic statute governing GSA’s activities in the field of records manage- 
ment and paperwork is contained in the Federal Property and Administrative 
Services Act of 1949, as amended (63 Stat. 377). Section 104 of the act concerns 
records management; transfer of the National Archives to GSA, as well as sub- 
section (c), which is particularly pertinent and recites: 

“(c} The Administrator is authorized (1) to make surveys of Government 
records and records management and disposal practices and obtain reports there- 
on from Federal agencies; (2) to promote, in cooperation with the executive 
agencies, improved records management practices and controls in such agencies, 
including the central storage or disposition of records not needed by such agencies 
for their current use; and (3) to report to the Congress and the Director of the 
Bureau of the Budget from time to time, the results of such activities.” 

The Federal Records Act of 1950 (64 Stat. 583), became title V of the Federal 
Property and Administrative Services Act, as amended. Subsection 505 (c), 
therefore, is of interest and is as follows: 

“(e) The Administrator is authorized to inspect or survey personally or by 
deputy the records of any Federal agency, as well as to make surveys of records- 
management and records-disposal practices in such agencies, and shall be given 
the full cooperation of officials and employees of agencies in such inspections and 
surveys: Provided, That records, the use of which is restricted by or pursuant 
to law or for reasons of national security or the public interest, shall be inspected 
or surveyed in accordance with regulations promulgated by the Administrator, 
subject to the approval of the head of the custodial agency.” 

Section 508 (a) and (b) govern reports, including procedure for a written 
report by the Administrator to the President and the Congress. In this respect 
section 212 may be cited also. 

An authority which GSA also utilizes in the course of its activities governing 
disposal of records is the Act of July 7, 1943 (57 Stat. 383). 

On April 29, 1956, GSA by press release stated that “* * * The President has 
asked the General Services Administration to assist and advise the agencies in 
the solution of paperwork problems. He has also requested department heads 
to cooperate with GSA in improving paperwork management * * *.” 


UNNECESSARY DISTRIBUTION OF GOVERNMENT PUBLICATIONS 


Mr. Scuenck. There is one other comment I have to make. 
I have heard a good deal of complaint along the line mentioned a 
while ago about the great number of bulletins, and what have you, com- 
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ing to a congressional office. But I have also heard complaints which 
refer to private business. In other words, newspapers who perhaps 
had 2 different papers under their own control at 1 time now have 
consolidated into 1. For example, perhaps a newspaper published 
a morning and an afternoon paper and perhaps a Sunday paper, and 
they had an editor for each of these. They now receive three of every- 
thing because the mailing lists have not been gone over, apparently. 
So newspaper editors tell me they receive 2 or 3 of everything and 
automatically throw 2 away and look at the other and perhaps throw 
it away also. 

So Iam wondering if there is not some way the Bureau of the Budget 
can suggest to the departments that they review their mailing lists, 
which I know is a tough thing to do, but to review their mailing lists 
and cull out of them duplications and so on. I think a great deal of 
paper could be saved, a good deal of ink could be saved, and I think 
it would reduce somewhat the deficit of the Post Office Department and 
perhaps save some labor so Mr. Angel could have some more staff. 

Mr. Ancet. Iam thoroughly in favor of that. 

Mr. Merrram. I think that would be something primarily GSA 
ought to do, and perhaps it is covered in some of the studies and surveys 
they make. 

May I, in passing, suggest that as far as Congress is concerned this 
is a very difficult problem. For example, there is another subcommit- 
tee, of the House Government Operations Committee, which is going 
into the question of whether the Congress and the public are getting 
enough information. So this isa two-sided sword. 

Mr. Hays. Yes, but there is a fine difference between what the Gov- 
ernment Operations Subcommittee is doing and what we are doing. 
The Government Operations Committee is trying to get department 
heads to release information, and we are trying to keep them from 
sending out information on themselves that nobody wants. If you 
send it to the Library of Congress it is then a public document. My 
idea could be wrong, but perhaps instead of sending 500 copies, 1 copy, 
or whatever the number is you send to the Library of Congress, might 
suffice. 

Mr. Surron. Mr. Schenck suggested the culling of mailing lists. 
Any efficient publications man will do exactly that. I think it behooves 
all of us, and particularly GSA in these training programs, to try to 
instill in these people that there is a better way of doing the job. 

Mr. Hays. In other words, teach them it is possible to take names 
off mailing lists as well as keeping them on. 

Mr. Scuenck. Mr. Chairman, we know as Members of Congress, 
how difficult it is to keep our mailing lists up to date. 

Mr. Hays. I send out a newsletter occasionally, I have no regular 
time for doing it, and every time we do it we cull out a bunch of names 
because we request the postmasters if they are not delivered to return 
them to me, and we take those that are returned off the mailing list. 

Mr. Hater. On that point, the Defense Department has what they 
call their need-to-know program, and they will only send information 
to those who need to know. It might be well if newspapers only got 
such information as is newsworthy instead of everything in the grist. 

I have a few questions to ask Mr. Merriam. 

Mr. Hays. Off the record. 

(Discussion off the record.) 
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GSA RECORDS MANAGEMENT CLINICS 


Dr. Grover. I would like to leave with the committee some charts 
we have prepared in connection with our records-management clinics. 
There are lectures that go with these sets of charts, but I think a quick 
glance will show the direction of our program. That is just one set. 
Each covers a separate phase. 

Mr. Ancet. We can bring additional copies. 

Mr. Hays. Without objection, the committee will adjourn until 10 
o’clock tomorrow morning. 

(Thereupon, at 12 noon, the subcommittee adjourned until Tuesday, 
May 1, 1956, at 10 a. m.) 
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Part I—Forms Management 


TUESDAY, MAY 1, 1956 


UnIrTep States OF REPRESENTATIVES, 
Suscommirree To Srupy Feperat PriIntTING AND Paperwork, 
OF THE COMMITTEE ON House AMINISTRATION, 
Washington, D.C. 
The Subcommittee To Study Federal Printing and Paperwork of 
the Committee on House Administration, authorized by House Reso- 
lution 262, 84th Congress, 1st session, met pursuant to adjournment, at 
10 a. m., in room G- 53, the Capitol, Hon. Wayne L. Hays (chairman) 
presiding. 
Subcommittee members present : Representatives Wayne L. Hays 
(chairman) of Ohio and Paul C. Jones of Missouri. 
Member ex officio present: Representative Omar Burleson (chair- 
man of the Committee on House Administration) of Texas. 
Staff members present: John F. Haley, staff director; Julian H. 
McWhorter, technical adviser; Philip B. Billings, legal counsel; and 
Asselia Poore, research analy st. 


PROPOSED EXECUTIVE ORDER 


Mr. Hays. Gentlemen, when we recessed yesterday noon, the officials 
of the Bureau fo the Budget at that time were being interrogated. To 
refresh your memories, we had under consideration recommendations 
of the second Hoover Commission regarding an Executive order which 
had been drafted by the General Services Administration and sub- 
mitted to the Bureau of the Budget for clearance on May 6, 1955. As 
I recall, the Executive order defined the responsibility of the GSA 
and the ‘other executive agencies for paperwork management and pro- 
vided the authority needed to carry out the Commission’s recommend- 
ations. 

To clear up this matter in my mind, and in the minds of other mem- 
bers of this subcommittee, I should now like to return to that phase 
of our discussion wherein the Executive order was sidetracked by a 
subsequent directive. It is my earnest wish to learn today, if possible, 
the difference in the contexts of the two orders. 

My purpose in further exploration of this Executive order is in keep- 
ing with the conclusion set forth in part I of the Hoover Commission 
Report on Paperwork Management that a saving of a quarter of a 
billion dollars annually in the Governmentwide paperwork manage- 
ment program would result. In fact, I would insist on being shown 
by facts and figures that the revised Cabinet record of action No. 30, 
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for the meeting of August 12, 1955, could do a similar public service. 
If the Hoover Commission recommendation which sets down a blue- 
print and a policy developed by extensive probe and study is to be 
sidetracked in favor of a White House request for broader coopera- 
tion in the present program, I am sure that this committee would be 
interested in finding out how and why. 

I wonder if it would be possible to have inserted in the record at 
this point the draft of the proposed Executive order ? 

Mr. Anceu. I do not have a copy with me. 

Mr. Hays. I did not expect it this morning. Could you see if you 
have a copy? 

Mr. Surron (interposing). I will have to consult with others in 
the Bureau on that. The proposed Executive order falls in the cate- 
gory of privileged Presidential papers. Customarily such papers 
are not available to the legislative branch, but are kept in the Execu- 
tive Office archives. I would like to defer this question until Mr. 
Merriam comes in and can comment on it. 

Mr. Hays. Mr. Haley, have you some questions? 

Mr. Harry. Yes; I was going to direct the first ones to Mr. Merriam. 

Mr. Hays. Do you not have some for Mr. Krueger? It seems that 
Mr. Merriam has not yet put in his appearance. 

Mr. Hatey. Yes. We will come back to Mr. Merriam on his arrival. 
He is expected, isn’t he? 

Mr. Surron. Yes. 

Mr. Hater. Mr. Krueger, I believe you identified yourself by name 
and position yesterday ? 

Mr. Krurcer. Yes. 


BUREAU OF THE BUDGET RESPONSIBILITY FOR REVIEW AND CLEARANCE OF 
AGENCY FORMS 


Mr. Hatey. Will you now please make a brief statement as to the 
general responsibility of the Bureau of the Budget in reviewing and 
clearing report forms used by Federal agencies in the collection of 
information as set forth by Bureau of the Budget Circular A-40. 

And with your permission, Mr. Chairman, I would like to have a 
copy of Circular A-40 inserted in the record at this point as an exhibit. 

Mr. Hays. That may be done. 

(The document above referred to is as follows:) 

EXECUTIVE OFFICE OF THE PRESIDENT, 
BUREAU OF THE BUDGET, 
Washington, D. C., October 24, 1951. 


CIRCULAR NO, A-—40 (FORMERLY REGULATION A) REVISED 


To the heads of executive departments and establishments. 
Subject: Clearance of plans and report forms under the Federal Reports Act. 


This revision of Circular No. A-40 replaces and rescinds Circular No. A-40, 
dated October 25, 1948, and regulation A, originally issued on February 13, 1943. 
The Federal Reports Act of 1942 expressly applies to the collection of infor- 
mation not only when a Federal agency conducts the collecting but also when it 
sponsors the collecting (5 U. S. Code 139c). A new paragraph, 3b, has been 
added to the circular to define the clearance responsibility assumed by the spon- 
soring agency whenever collection of information is undertaken as the result of 
Federal agency sponsorship. Changes have been made in the definition of the 
term “plan” (2e) and in the definition of “use” of a plan or report form (2k) 
to clarify application of this circular to information obtained under Federal 
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agency sponsorship. The definition of the term “respondent” (2j) has been re- 
vised to make explicit the inclusion of persons or organizations outside the 
United States. 


1. Authority 


This circular is promulgated under the authority of sections 3 (d), 5, and 6 of 
the Federal Reports Act of 1942, in order to provide for the review and clearance 
of plans and report forms used by Federal agencies in the collection of infor- 
mation. 

2. Definitions 

(a) The term “act” shall mean the Federal Reports Act of 1942. Section 5 of 
the act reads as follows: 

“No Federal agency shall conduct or sponsor the collection of information upon 
identical items, from ten or more persons (other than Federal employees con- 
sidered as such) unless, in advance of adoption or revision of any plans or forms 
to be used in such collection, 

(a) The agency shall have submitted to the Director such plans or forms, 
together with copies of such pertinent regulations and other related materials 
as the Director shall specify; and 

(b) The Director shall have stated that he does not disapprove the pro- 
posed collection of information. 

(b) The term “Federal agency” shall mean any executive department, com- 
mission, independent establishment, corporation owned or controlled by the 
United States, board, bureau, division, service, office, authority, or administra- 
tion in the executive branch of the Government, provided, that it does not include 
the government of the District of Columbia or of any Territory or possession 
of the United States, or any subdivision of such a government; the General Ac- 
counting Office; the Bureau of Internal Revenue, the Comptroller of the Cur- 
rency, the Bureau of the Public Debt, the Bureau of Accounts, or the Division 
of Foreign Funds Control of the Treasury Department; or any Federal bank 
supervisory agency to the extent that such agency obtains reports and informa- 
tion from banks as provided or authorized by law and in the proper perform- 
ance of its supervisory functions. 

(c) The term “Director” shall mean the Director of the Bureau of the Budget. 
The term “Assistant Director” shall mean the Assistant Director of the Bureau 
of the Budget for Statistical Standards or his designated representative. 

(d) The term “report form” shall mean or include any application form or 
other administrative report form, questionnaire, telegraphic request, or other 
similar device for the collection of information. 

(e) The term “plan” shall mean or include: 

(1) Any general or specific requirement for the establishment or mainte- 
nance of records (including systems of accounts and systems of classifica- 
tion) which are to be used or be available for use in the collection of 
information. 

(2) Any requirement or instruction affecting the content, preparation, re- 
turn, or use of a plan or report form. 

(3) Any contract or agreement which will result in the collection of in- 
formation on identical items by or for the contractor from ten or more 
respondents. 

(f) The term “requirement” shall be deemed to include a recommendation, 
order, regulation, or other directive, but shall not apply to a general directive 
(in an order or regulation) which imposes a general duty to maintain such rec- 
ords or submit such reports as may thereafter or otherwise be specifically pre- 
scribed by appropriate authority. Such general directives shall, however, state 
that specific recording or reporting requirements subsequently prescribed will be 
“subject to the approval of the Bureau of the Budget pursuant to the Federal 
Reports Act of 1942.” 

(g) The term “information” shall mean facts or opinions obtained or made 
available by the use of a plan or report form. 

(h) “Clearance” of a plan or report form shall mean and include (1) a de- 
termination that the information to be sought or provided thereby is reasonably 
needed by the Federal agency concerned, in the proper performance of its func- 
tions or otherwise, and (2) authorization to use the plan or report form in the 
collection or recording of such information in the manner proposed, or on such 
other conditions as the Assistant Director may prescribe, with an approval num- 
ber, notation, or other appropriate device inscribed or endorsed thereon to indi- 
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cate clearance, as herein prescribed. Such clearance shall constitute a declaration 
by the Director, in accordance with section 5 of the act, that he does not disap- 
prove the collection of information in the manner proposed. A withholding of 
clearance shall constitute among other things a determination in pursuance of 
section 3 (d) of the act that the collection of information in the manner proposed 
is unnecessary. 

(4) The term “person” shall mean any individual, partnership, association, 
corporation, business trust, or legal representative, any organized group of per- 
sons, any State or Territorial government or branch thereof, any political sub- 
division of any State or Territory, or any branch of any such political subdivision. 

(j) The term “respondent” shall mean any person or any agency or employee 
or instrumentality of the Federal Government, from which information is ob- 
tained or requested on a plan or report form. The term applies irrespective of 
whether the individual or organization is located within or outside the United 
States. 

(k) Any plan or report form shall be deemed to be “used” by an agency when 
its use is wholly or partly sponsored, controlled, or contracted for by the agency. 
Among the types of sponsorship which are covered are situations in which the 
plan or report form is developed or put into use at the request of, order of, by 
virtue of a research grant from, or under contract with, a Federal agency. A 
Federal agency shall be regarded equally as sponsor with regard to work done by 
contractors and with regard to work done by subcontractors. 

(Z) “Unnecessary duplication” shall be deemed to exist in the collection of 
information if the duplicating activities involve either identical information or 
information adequately simlar for satsfactory use. 


3. Clearance requirements 


(a) General requirements of clearance.—No plan or report form (as herein 
limited or described) shall be used or prescribed by a Federal agency in the 
collection or recording of information without first obtaining clearance thereof 
from the Assistant Director and inscribing or endorsing thereon, to indicate 
such clearance, an approval number, notation, or other appropriate device, as 
herein prescribed. Sections 3, 4, 5, and 6 of this circular shall apply only to 
(1) plans and report forms which require or call for information of an iden- 
tical nature (or the recording thereof) from 10 or more persons other than 
Federal employees considered as such, and (2) report forms which e¢all for 
information of an identical nature from agencies, employees, or instrumen- 
talities of the Federal Government, which is to be used for statistical compila- 
tions of general public interest, including compilations showing the status or 
implementation of Federal activities and programs. 

(b) Responsibility of agency sponsoring collections of information.—When- 
ever a Federal agency sponsors the use of a plan or report form by research 
grantees, contractors, and other sponsored collectors of information, including 
sponsoring a request for data to be obtained by others, it shall be the agency’s 
duty— 

(1) To inform the sponsored collector of information of the requirements 
of this circular ; 

(2) To insure that the submittal required by section 4a of this circular 
is made; and 

(3) To insure that the plan or report form is not used without clearance. 

(c) Evidence of clearance for report forms.—Clearance of a report form 
shall be evidenced or indicated by printing or inscribing on each copy so used, 
in the upper right-hand corner of the first page, an approval number assigned 
to it by the Assistant Director, in the following manner: 

(1) When no time limit is assigned to the use of the report form, the 
following style shall be employed : 
Form approved 
Budget Bureau No. 00—R00 
(2) When a time limit is assigned to the use of the report form, the 
following style shall be employed, unless the Assistant Director specifies 
otherwise : 
Budget Bureau No. 00—-RO00 
Approval expires (date) 

(d). Bvidence of clearance for plans.—Clearance of plans for use in the col- 
lection or recording of information shall be evidenced by printing or inscribing 
on each plan so used one of the following endorsements or such other device as 
may be required by the Assistant Director : 
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(1) “The * * * (recordkeeping, reporting, or other requirements) of this 
* * * (regulation or the like) have been approved by the Bureau of the Bud- 
get in accordance with the Federal Reports Act of 1942.” 

(2) “This * * * (recordkeeping, reporting, or other requirement) has 
been approved by the Bureau of the Budget in accordance with the Federal 
Reports Act of 1942.” 

(e.) Termination of clearance and use.——No plan or report form subject to 
section 3a shall be used after its expiration date without resubmittal and further 
clearance prior thereto. Moreover, clearance of any plan or report form sub- 
ject to section 3a may be withdrawn by the Assistant Director, in which event 
the use of the plan or report form shall be discontinued at that time. 


4. Request for clearance for new plans and report forms 


(a.) Submittal for clearance.—In order to obtain review and clearance, the 
agency shall submit two copies of the plan or report form to the Assistant Director 
in time to allow for adequate review and the adoption of any necessary alterations 
(including coordination or integration with other plans and report forms) with- 
out delaying the operating program to which the plan or report form relates 
Such submittal shall be accompanied by Standard Form No. 83, appropriately 
filled out, and such other data as the Assistant Director shall require. Ordinarily, 
the submittal will not need to be accompanied by a letter, as Standard Form 
No. 83 is itself a request for clearance. A copy of Standard Form No. 83 is 
attached to this circular, and a supply of this form for agency use may be pur- 
chased from the Government Printing Office. 

(b.) Other material to be submitted —In addition to the foregoing, there shall 
be submitted for examination or clearance such other material pertaining to 
the collection, processing, tabulation, analysis, or publication of information as 
may from time to time be required by the Assistant Director. 

(c) Consideration of practical utility.—To minimize the reporting burden on 
respondents, especially individuals and small business enterprises, and to im- 
prove governmental efficiency, each Federal agency shall consider and determine, 
in connection with each plan or report form submitted, whether the proposed 
plan or report form exceeds the limits of reasonable need or practical utility, 
either with respect to number of respondents, frequency of collection, number 
and difficulty of the items, or otherwise, and whether all of the items of informa- 
tion to be furnished or recorded are essential to the central purpose of such 
plan or report form. Clearance of plans and report forms submitted will be 
withheld whenever it appears to the Assistant Director that this requirement 
has not been met. 


5. Request for clearance for revised plans and report forms 


Before a material revision or change shall be made in a plan or report form 
for which clearance is required, or in the use thereof, further clearance shall 
be obtained from the Bureau of the Budget in the manner prescribed in this 
circular, by submitting pertinent data or explanation in relation thereto on 
Standard Form No. 83. A material revision or change in a plan or report form 
or the use thereof, necessitating further clearance, shall mean or include any 
significant revision in (1) the kind or amount of information sought, (2) the 
number or identity of respondents, or (3) the time or frequency of reporting. It 
shall also include a transfer of the duty or function of collecting, processing, 
or tabulating the information, either into, or out of, or within a Federal agency. 


6. Request for extension of clearance 


If use of a plan or report form beyond a scheduled expiration date is desired, 
without material revision or change, the request for an extension of clearance 
shall be made on Standard Form No. 83, or by letter, or as otherwise determined 
by the Assistant Director. 

7. Use of exempt forms 

(a) Granting of exemptions —Exemption from clearance may be granted by 
the Assistant Director with respect to affidavits, oaths, certifications, and other 
plans and report forms which do not call for information of substantial volume 
or importance. 

(b) Advisory review.—Any form or reporting requirement for which clearance 
is not required by this circular may be submitted to the Assistant Director for 
advisory review and, when desired, assignment of an approval number or other 
clearance device, as described in section 3, in order to facilitate the use thereof. 
This provision refers to: 
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(1) Plans and report forms used by an agency that is not subject to this 
circular, and those which are used in the collection (or recording) of 
information from fewer than ten persons or in other circumstances not 
covered by section 3a. 

(2) Forms and reporting requirements other than those herein defined as 
report forms and plans. 

(c) Notation on exempt forms.—In order otherwise to facilitate compliance 
with forms and reporting requirements for which clearance is not re- 
quired by this circular and has not been obtained under the preceding 
paragraph, or with respect to which exemption may have been granted by 
the Assistant Director, and otherwise to minimize uncertainty and mis- 
understanding in connection with the use thereof, the following notation 
may be used thereon by the agency concerned, preferably in the upper 
right-hand corner of the first page: 

Approval of Budget Bureau not required 

(d@) Termination of exemption.—The use of the foregoing notation shall be 
discontinued, and an approval number or other appropriate clearance 
device shall be required in its place, whenever it shall be determined 
by the Assistant Director (in the absence of any authoritative ruling 
to the contrary) that the plan, report form, or other request for data is 
within the purview of section 3a of this circular. 


8&8. Deviation from terms of clearance 
No deviation shall be made in the use of any plan or report form, or any clear- 


ance device, from the terms and conditions on which clearance shall have been 
granted hereunder. 


9. Notice of discontinuance 

Whenever the use of a plan or report form to which an approval number has 
been assigned is discontinued, except by expiration of a time limit fixed in pur- 
suance of section 3c, the Assistant Director shall be notified by the responsible 
agency. 

10. Records and reports 

Each Federal agency shall afford the Assistant Director access to its records 
concerning the status and use of each plan or report form, and shall make such 
improvements in the records and such reports therefrom as the Assistant Director 
shall prescribe. 

11. Exercise of authority 

(a) Delegation of Director's authority.—The authority conferred by the act on 
the Director may be exercised by the Assistant Director to the extent necessary 
or appropriate for the performance of any function or duty prescribed by this 
circular. 

(b) Determination of scope—The determination of the Assistant Director as 
to whether any plan, report form, activity, or other matter is within the scope of 
the act or this circular shall be controlling. 

(c) Waivers.—Any provision of this circular may be waived in writing by the 
Assistant Director. 

12. Relation to existing authority 


This circular shall not be deemed to limit or preclude exercise of the authority 
vested in the Bureau of the Budget by Executive Order 8248, Executive Order 
10033, Executive Order 10253, or otherwise, to plan and promote the improvement, 
development, and coordination of Federal and other statistical services. The 
provisions of Budget Circular No. A—2 shall not apply to the collection, processing, 
analysis, or publication of information as herein defined. 


FREDERICK J. LAWTON, Director. 


Mr. Krurcer. The general responsibility of the Bureau in this 
area stems from the Federal Reports Act of 1942, which provides, 
briefly, that Federal agencies collecting information from more than 
10 members of the public, whether they be individuals or business es- 
tablishments or what not, shall submit their proposals to this Bureau 
for review and clearance prior to sending out the request for the in- 
formation. This procedure covers all such requests for information 
from the public except those which are specifically exempt by the act, 
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namely, as was mentioned yesterday, in general two categories of in- 
formation, first, tax returns, and secondly, information collected by 
bank supervisory agencies. 

The procedure by which the provisions of this act, as implemented 
by- Budget Circular A-40, are carried out is simply that the agency 
transmits to the Bureau, along with a copy of Standard Form 83, 
which calls for certain information about the proposal, some of the 
details of the proposal, with a copy of the schedule if it is to be mailed 
out or used by an enumerator, or a copy of the questions to be asked 
if the information is to be collected in some other way, by telephone 
or telegraph, for example. 

We usually get, along with this, the instructions to go with the 
request and a statement as to the purpose of the request, what the in- 
formation is to be used for and how often it is to be collected, and a 
description of the respondents from whom the information is to be 
collected. 

This is reviewed in the Bureau by the Office of Statistical Standards. 
Sometimes further consultations are held with the agency or with 
other agencies that may have a corollary interest, and very frequently 
we have further consultations or inquiries from some of the respond- 
ents to get from them what is involved in getting this information, 
whether or not they have the information in their records in such 
form as to be able to supply it. 

If the decision is to approve the request for information, it is so 
indicated to the agency and they proceed with the inquiry. 

Mr. Hatey. Then you would not say the Budget Bureau has an 
all-inclusive responsibility ? 

Mr. Kruecrer. That is correct. 

Mr. Harry. What questions are considered by the Bureau of the 
Budget when reviewing proposed report forms before approval is 
granted ¢ 


ITEMS FOR CONSIDERATION IN REVIEWING PROPOSED REPORT FORMS 


Mr. Krurcer. One of the first considerations involves the matter 
of need for the information and the use to which it is to be put. The 
principal reason for this is that we have to make a determination 
as to the balance between the burden on the respondent in providing 
the information and the cost to the Government in collecting and 
processing the information in relation to the importance of the need 
which such information is to fulfill. 

We always look into the question of whether or not the informa- 
tion is already available in some form or another, perhaps if not in 
the identical form being recuested in some modified form so that it 
could fill approximately the need that the agency is seeking to 
fulfill. 

We are concerned with the question of the amount of detail which 
is being requested, whether or not all the detail is necessary, because 
we usually find the more detail is requested the more burden it is on 
the respondent to supply the information. This is usually more than 
the matter of filling out more spaces in the form. Very often it gets 
to the point of having to break down information in the respondent’s 
records to classify it in a different way than he normally keeps it, so 
it would constitute a greater burden on him to supply it. We are 
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concerned with the question of the clarity of wording and definition 
used in requesting the information. For example, are the questions 
stated in such a manner that they will be interpreted uniformly by all 
the parties of whom the information is requested so that the same kind 
of information will be received from all of them, or will one interpret 
the questions in one way and another in another way, so that you do 
not know what you have. 

We are concerned with the question of the frequency with which the 
information is requested. If it is requested once only, it is no problem. 
If the agency is seeking information, for example, on employment, we 
are concerned with whether the information is needed annually, semi- 
annually, quarterly, monthly, or how frequently. 

We are concerned with the question of coverage of the inquiry from 
the standpoint of both geographic area and the number of respond- 
ents. It is usually found in the collection of certain kinds of economic 
information such as production, that you get most of the data you 
need by requesting information from the large firms and perhaps a 
very small sample of the small firms. You do not need to cover them 
all in order to get a pretty accurate report for an industry. 

There are a number of ways in which you can reduce the amount of 
burden on the respondents by not requesting reports from all firms. 
You can use an across-the-board sample of firms or vary it by the size 
of the industry, or you can have a cutoff point and not request infor- 
mation from firms below a certain size. 

As I mentioned before, we are very much concerned with the ques- 
tion of the availability to the respondent in his own records of the 
information that is being sought. We sometimes find that the particu- 
lar information being requested by an agency would constitute a very 
great burden on a respondent because he does not keep his records in 
exactly that form, but they may be set up in such a way that if modified 
silghtly he could take the data right off his records without reclassify- 
ing the data. 

It is these types of things we are concerned with in reviewing the 
request. 

Mr. Harry. Does the Bureau of the Budget work with departments 
and agencies in the development of report forms so as to prevent the 
development of forms which might otherwise be disapproved ? 

Mr. Krurcer. Yes; we do. We work with them very exténsively by 
asking agencies that are considering formulating some such inquiry to 
tell us about it in advance so that most of these things we can look into 
before they have gone into all the work of developing a form which 
might turn out to be a waste of time if the job has to be abandoned 
or revised drastically. 

Mr. Hays. Do you approve the Bureau of the Census forms, for 
instance ? 

Mr. Krurcer. Yes, we do. 

Mr. Hays. Did you approve the one they used in their most recent 
farm census that they had last year ? 

Mr. Kruecer. Yes, we did. 


FARM AND ECONOMIC CENSUSES 


Mr, Hays. I ran into a great deal of grumbling and criticism from 
constituents on that particular form. It seems they have to fill it out 
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once every 10 years, and I suppose they can get some help from peo- 

le who come around, but a lot of them said they did not know how 
to fill them in and I believe a good many did not do so but threw them 
away. What would be the value of a partial report like that? 

Mr. Krurcer. The value might well be lessened. I believe you men- 
tioned a census every 10 years. The present law requires a census of 
agriculture and so-called economic censuses every 5 years. We recog- 
nize that it is difficult to obtain certain kinds of information which 
these censuses are designed to provide; namely, information on pro- 
duction of various kinds of crops. But it is in the quinquennial census 
that an attempt is made to have as broad a coverage as possible so that 
we get a report from across the Nation which will tell us something 
about. how productive our farms are and how they are operated and 
so on. 

(Representative Omar Burleson entered the hearing room at this 
point.) 

Mr. Hays. I think perhaps most of you know Mr. Burleson, who 
is chairman of the full committee and as such is an ex officio member 
of this subcommittee. We are glad to have Mr. Burleson here and 
any time you want to ask any questions, Mr. Burleson, I know you will 
not be bashful about it. 

Mr. Hatey. Mr. Krueger, which Government departments or agen- 
cies submit the largest number of report forms to the Bureau of the 
Budget for approval ? 

Mr. Krurcer. I am not sure I have the exact information which will 
supply the answer to that. I can tell pretty closely. The last figures 
I have here are for December 31, 1955, a record of the number of what 
we call repetitive forms. These are forms or reports which are re- 
quired more than once, and since this is an inventory figure of the 
number of approved forms currently in use we include only the re- 
petitive forms because the forms that are used a single time would 
not be significant for this kind of figure. This is the report as of the 
end of the year, so it covers only the repetitive forms. I believe it is 
correct that the Department of Agriculture would have more than 
any other agency or department. 


DEPARTMENT OF AGRICULTURE REPORT FORMS 


Mr. Harry. Is my understanding correct that you are presently 
working with the Department of Agriculture on their report forms? 
I was going to ask at this point what, if anything, can be done to 
reduce the number of report forms generated by these Government 
departments or agencies. Since you said the Department of Agricul- 
ture has the largest number of report forms, I will ask if you are now 
working with them on reducing the number of report forms? 

Mr. Krurcer. Yes, we are. We are continually working with as 
many agencies as our staff facilities permit to review as comprehen- 
sively as we can the procedures they follow and the programs they 
have worked up which give rise to these requests for information. 

One of the things we always encounter in this work is that in order 
to do the job they set out to do or which they are authorized and re- 
quired to do and for which funds have been appropriated, they need 
certain kinds of information and in many instances this information 
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can only be supplied by members of the public who are covered by 
the terms of the Federal Reports Act. Therefore, a Federal agency, 
whether it proposes to study farms or manufacturing establishments 
or retail trade establishments, wishing to collect information from 
those persons or establishments, can only get it by sending out some 
kind of a form to supply the information. 

Mr. Hays. Are there penalties connected with not answering these 
requests, for instance, the requests of the Department of Agriculture ? 

Mr. Krurcer. There are no penalties provided in the Federal Re- 
ports Act. There are in some cases penalties provided in the legisla- 
tion under which the agencies operate for failure to respond, as in the 
— of the census of manufactures, response to which is required by 

aw. 

Mr. Hays. Do they have much difficulty with those, do you know? 

Mr. Krvrcer. Usually not. In the case of voluntary responses, the 
percentage of responses to these requests for information of course 
varies a good deal. In some cases a relatively small percentage re- 
spond with the information requested, and in other cases the per- 
centage responding approaches 100. That is true particularly in the 
case of surveys where the respondent has an interest in supplying the 
information because it is a subject in which he is interested himself. 
He is more likely to send in the information requested than in the case 
of a respondent which has certain information that is needed by certain 
other interests. 

Mr. Hays. It would seem more likely that business firms, that are 
forced almost to keep accurate statistical records, would respond more 
readily than farmers, for example, who may have some difficulty in 
digging up the information and therefore regard it as a hopeless task 
and put it off or do nothing about it. 

Mr. Krurcer. That may be true. In many cases he may not throw 
it away but do the best he can to provide some estimates, using his 
own judgment as to the correct answers. Usually he is in a better 
position to make a judgment of his business than someone else. 

Mr. Harry. There is a constant effort to diminish the number of 
forms that have to be filled ? 

Mr. Kruscer. Yes, sir. 

Mr. Harry. I have been asked by Members of Congress from agri- 
cultural districts if we would seek to gain knowledge on that subject, 
and I said we would. The answer would be that there is a constant 
effort to diminish the number of forms that have to be filled ? 

Mr. Krurcer. Yes. 

Mr. Hater. As Mr. Hays has said, industries, having bookkeepers 
and stenographers, can maintain records containing the information 
desired, but farmers have the information in their heads most of the 
time. 

Mr. Krurcer. All the information requested by the Department of 
Agriculture may not be necessarily requested from farmers. They 
study the entire food processing system, for example. 

Mr. Hatey. I realize that. 

Mr. Hays. Marketing and so on. 

Mr. Krurcer. Yes. 

Mr. Harry. Who approves the Federal income tax forms? 
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INTERNAL REVENUE SERVICE TAX FORMS 


Mr. Krueger. I think that answer should probably be provided by 
the Internal Revenue Service. We do not. ; : 

Mr. Hays. They do that themselves and do not have to submit it to 
—s for review ¢ 

r. Krurcer. That is right. 

Mr. Hays. I think that answer is sufficient. 

Mr. Krurcrer. We have worked on a voluntary basis with some of 
the people in the Internal Revenue Service in the formulation of cer- 
tain tax forms because they are a source of statistical information also. 
For example, one of the ways in which the Government was able to 
reduce the burden of the economic censuses was by using tax forms 
for the very small establishments so that instead of sending out census 
forms to—I do not know how many firms were involved in this but I 
think about 1 million—requesting them to supply the information on 
the regular census forms, certain abbreviated information as to the 
volume of business was obtained from the tax returns. This obviated 
the necessity of the Census Bureau sending out questionnaires to a 
large number of very small establishments. 


BUREAU OF THE BUDGET PERSONNEL ENGAGED IN REVIEW OF FORMS 


Mr. Harry. How many people in the Budget Bureau’s Statistical 
Standards Section are concerned with the review or approval of forms 
which require approval in accordance with the provisions of Bureau 
of the Budget Circular A-40? 

Mr. Krurcer. I believe the professional staff of the Office of Sta- 
tistical Standards now totals 23. Most of those people will review some 
forms. Some of them spend the major portion of their time review- 
ing forms and others spend very little time. This number includes the 
Assistant Director of the Bureau of the Budget for Statistical Stand- 
ards and the Deputy Chief of the Office and the Assistant Chief of 
the Office. 

I could supply you the correct figure on that total staff. I could also 
supply you a figure on the number who review forms but they spend 
varying amounts of time doing so. 

Mr. Hays. Mr. Krueger, I noticed at one point in your remarks you 
said something to the effect that you worked with the Department of 
Agriculture, I believe, to the extent that you had the available staff, 
or words to that effect. Could you do more toward diminishing this 
flow of paper if you had more staff? Did you mean to imply that? 

Mr. Krurcer. We could. 

Mr. Hays. This may be a foolish question, but you represent the 
Bureau of the Budget and if there is anybody who would not have 
trouble getting an adequate staff, it seems to me it would be your 
Bureau. 

Mr. MerrtAm. We would from a conscience standpoint. 

Mr. Hays. If it is possible to do a service that will save a lot of 
money I do not see why your conscience would bother you. 


PRESIDENTIAL RECOMMENDATION FOR INCREASED PERSON NEL 


Mr. Sutrron. Mr. Brundage told the press last Friday in connec- 
tion with a release that the Bureau has suffered some by following 
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its own preaching and trying to set an example for the departments. 
Mr. Brundage, however, also announced—this was in the paper over 
the weekend—that the President had approved the idea of expand- 
ing the Bureau to some degree and that the President would be pre- 
senting a supplemental request to the Congress to add some 30 mem- 
bers to the staff principally to aid in implementing some of the rec- 
ommendations of the Hoover Commission. 

Mr. Hays. I am not advocating particularly that you expand your 
staff, but on the other hand the old proverb of being pennywise and 
pound foolish might apply in this instance. If a few thousand dollars 
spent in policing would result in saving millions, it might be a wise 
move in the long run. 

Mr. Merriam. At some point you reach a point of diminishing re- 
turns. We are continually reviewing our staff requirements in ‘that 
light. I must say, if I may, that the staff of the Office of Statistical 
Standards, with the number of people they have available, have done 
a remarkable job in focusing attention on this problem and eliminating 
many useless forms that might otherwise have gone out. 

Mr. Hatry. Am I right in believing that the Statistical Standards 
Section had more than 23 persons in recent years? Has the tendency 
in that section been to decrease its personnel ? 

Mr. Krurcer. Yes, it has. 

Mr. Merriam. The entire Bureau of the Budget has gone down in 
personnel over the past 5 years. 


DECREASE IN BUREAU OF THE BUDGET PERSONNEL 


Mr. Surron. There has been a steady decrease over the last 7 
years. 

Mr. Merriam. Something like 28 percent over the whole Bureau. 

Mr. Krurcer. We receive a great deal of help in this work through 
consultation with representatives of the business community who 
in many cases are the respondents in these inquiries. Although we 
think we have a good staff, we cannot be thoroughly expert in every 
field. We think, for example, that the best place to find out whether 
or not, say, a manufacturing establishment can supply, or how easily 
it can supply, infor mation in response to a Government request, 
is to go ask these people. For that purpose we asked a number of na- 
tional or ganizations, I think it was in 1942, to establish a council to 
advise us on exactly this kind of question. Such a council was estab- 
lished and is called the Advisory Council on Federal Reports. 


ADVISORY COUNCIL ON FEDERAL REPORTS 


Mr. Harry. Will you now describe the functions of that Advisory 
Council on Federal Reports, please ? 

Mr. Krvrcer. At the request of the then Director of the Bureau of 
the Budget—I think it was in the fall of 1942—a number of national 
trade organizations were requested to establish a council or com- 
mittee to advise the Bureau of the Budget in connection with the 
kind of technical questions we were concerned with in the review 
of these Government questionnaires and forms. Such a council was 
established. It has its office now at Connecticut Avenue and K Street. 
It is supported by the national organization sponsors. There are 
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seven organizations which sponsor and support the council. The 
council itself has representatives from the sponsoring organizations 
and some members who are from the business community who are 
designated at large. 

The council usually holds 4 meetings a year in Washington. Most 
of the work of the council, the advisory service to us, is handled by 
a series of committees and panels which are set up to advise us on par- 
ticular subjects. The distinction between a committee and a panel 
is that a committee has a continuing existence whereas a panel is a 
group of advisers brought together for a specific purpose. They may 
meet once or twice and, that purpose having been served, they go 
out of business. 

This mechanism has been invaluable to us in supplying a source of 
advice with respect to the kind of technical questions we are concerned 
with in the review of these requests for information. These are the 
people in the firms, for example, who can tell us how their own 
records are set up; they can tell us whether or not the proposed re- 
quest is formulated in such a way, whether the definitions are estab- 
lished in such a manner, that they can easily provide the information 
being requested. They can tell us how much difficulty they would 
have in supplying the information, whether or not they would have 
to tabulate all their sales slips for a year to give us the information, 
or whether they have summaries already prepared for their own pur- 
poses that they could use in supplying the information. 

Mr. Hays. Would you give the names of the sponsoring business 
organizations? I have a list of them but I want to be sure I have 
the right list. 

Mr. Krvuecer. I think the list on this letterhead is correct. 

Mr. Hays. Will you please read the list and I can check it. 

Mr. Krurcer. The letterhead lists the American Chamber of Com- 
merce Executives; American Retail Federation; American Trade As- 
sociation Executives; Chamber of Commerce of the United States: 
Controllers Institute of America; National Association of Manu- 
facturers ; and the National Industrial Council. 

Mr. Hays. That checks with my list. There is a question that oc- 
curs to me right off. I do not question that this organization has 
proved valuable to you, but you stated a while ago that the Depart- 
ment of Agriculture has the largest number of report forms, and the 
question occurs to me, why is there not some representative of a farm 
organization on this council? Do you consult with any agricultural or- 
ganizations about the forms that the Department of Agriculture sends 
out to farmers, for instance ? 

Mr. Krurcer. We do at times; yes. This organization was estab- 
lished to provide a channel primarily to business establishments, 
whether manufacturing or trade or financial. Although there are 
no financial organizations in the group of sponsors, we do have under 
this sponsorship a committee concerned with financial reports, with 
representativés from banks and insurance companies, mortgage as- 
sociations, and so on. 

Mr. Hays. The name is all inclusive, Advisory Council on Federal 
Reports, and you would gather it included all reports, but obviously 
it just covers business reports. 








42 PAPERWORK MANAGEMENT 
DEPARTMENT OF AGRICULTURE REPORT FORMS 


Mr. Krueger. That is correct. On many of the forms sponsored 
by the Department of Agriculture in the food processing or trade 
area, we get help through this mechanism. It does not provide any 
help in regard to farms. . 

Mr. Hays. Do you think it might be well to have some representa- 
tives of some of the farm organizations consult with you on these 
farm report forms? 

Mr. Krourcer. We believe that the Department of Agriculture itself, 
with its contacts with farmers and farm organizations, provides a 
pretty good source of the same kind of information that we would be 
going after. 

I would like to point out that through this source we do not en- 
deavor to get from these advisers any information or any advice as to 
whether or not the Government needs this information. What we are 
concerned with here is the technical question of the respondent’s 
ability to provide the information. 

‘ Mr. Hays. I can see the value of consultation on farm census report 
orms. 

Mr. Krouecer. I think the extension of consultation of this kind in 
other areas would be very useful. 

Mr. Sutrron. There have been instances in the past in which you 
have had other groups such as farm organizations and labor organi- 
zations advise with you on an interim basis, have there not ? 

Mr. Merriam. There is a labor advisory committee in another sta- 
tistical area. This is not the only advisory committee the Statistical 
Standards Section has. There is not specifically a farmer advisory 
group at this time. 

Mr. Hays. The question occurred to me because of the answer given 
here that the Department of Agriculture is the largest user of forms. 
It seemed to me there should be some consultation in that area to get 
the forms in such shape that they could be easily answered, because 
if you get only a partial report it is not very valuable. 

Mr. Krueger. There is one point I would like to mention in con- 
nection with the number of forms. This gets almost to be a numbers 
game in counting up the number of forms, because the number you 
get depends on how you count them up. There is in this number we 
have here, for example, a great variety of forms. A census of manu- 
factures form will count as one form. A postcard questionnaire which 
goes out to a few people will also count as one form. 


PAPERWORK REDUCTION PROGRAM OF THE ADVISORY COUNCIL 


Mr. Haury. Are you familiar with the council’s paperwork reduc- 
tion program ? 

Mr. Krurcer. Yes. 

Mr. Hater. Will you touch on that before you conclude, Mr. 
Krueger ? ‘ 

Mr. Krvurcer. The council has, in relatively recent months, placed 
in its own program additional emphasis on the reduction in the paper- 
work because of their own interest in this area. They have estab- 
lished a coordinating committee, the function of which is to coordinate 
the activities of the regular standing committees covering the subject- 
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matter areas. I do not recall the number of the standing committees, 
but there are maybe 20 or so which cover specific subject-matter areas. 
Those committees are available to us, their service and advice is avail- 
able to us, at our request, or they may initiate consideration of any 
question on their own motion. If, for example, they have representa- 
tives from firms who wish to raise questions regarding a particular 
report or series of reports, they may call a meeting and put this sub- 
ject on the agenda. They are in the process, as I say, of reviewing 
in some cases all the forms which their representatives are concerned 
with, to pick out those they think represent the greatest burden about 
which they have the most questions, and to make a thorough examina- 
tion of those forms. Critical questions they will then proceed to raise 
with us, and we will pursue them further both with the committee 
and with the agency in order to run all the questions down ond come 
up with a decision as to whether or not the form should be continued, 
discontinued, modified in some respect, or what action should be taken 
in regard to it. 

This is a fairly intensive and extensive program they are carrying 
on, but it represents only a program of reemphasis of what they have 
been concerning themselves with all the time, and ‘in some cases the 
record has been considerably better than in others. In some areas, 
for example, there have been very active groups and committees which 
have been concerning themselves with these questions for a long time 
and their results are usually just about proportional with the time 
and effort spent in exploring these problems. 

Mr. Hatey. Needless to say, you must consider the services rendered 
by this organization to be of great value. 

Mr. Krueger. I do. It is an invaluable service to us because it is 
the kind of thing we would have great difficulty to do ourselves. This 
is a service they finance and pay for. The Government does not put 
a penny in this operation. 

Mr. Hatey. Thank you, Mr. Krueger. Any questions, Mr. Chair- 
man ? 

Mr. Hays. No. 


GSA STUDY OF DEPARTMENT OF AGRICULTURE PAPERWORK MANAGEMENT 


Mr. Hater. Before we leave the question of the Department of Agri- 
culture, I would like to ask Mr. Angel what the GSA may be doing 
with that Department in the same study ? 

Mr. Anceu. At the request of the Department of Agriculture we 
are currently working with their people to study their programs for 
correspondence management and forms management. ‘Two members 
of our staff are working full time with the Department of Agriculture 
staff in developing the facts on their programs, and hope to come up 
with recommendations for improvements. 

Mr. Hays. On the matter of forms management, that would con- 
cern questionnaires and so on that they would send out ? 


REPORT FORMS 


Mr. Ancet. We would get into that only indirectly through the 
forms control part of the program. Insofar as any of the forms are 
reports, if any of those turn up in the study as being particularly diffi- 
cult or susceptible of revision, undoubtedly the workers in the Depart- 
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ment of Agriculture and our people will make recommendations on 
them. But right now we are concerning ourselves with the mechanics 
of the program to control the management of correspondence and the 
management of forms. We have not addressed ourselves to the 
analysis of individual] forms or reports because you ¢ an recognize 
that would be an extensive operation, far more than 1 or 2 people 
‘an handle in a reasonable length of time. 

Mr. Hays. I think it would be a good idea if we could get into what 
happens to these reports once they are made and tabulated. Do they 
dispose of them or file them or what ? 

Dr. Grover. I think most of them would be disposed of after a period 
of time. In this general field we have no direct authority or responsi- 
bility whatever. We have done one job working up a codification 
of records retention requirements placed on business by Government. 
We would have an interest in it and point out to the Bureau any type 
of report that would seem to be obsolete. Most of the report forms 
that come in to the Government are eventually destroyed. 

Mr. Hays. The reason I asked the question is, I think, pretty 
obvious. You read these stories in the newspapers about the papers 
running from here to Mars and the public has the impression there 
are literally tens of thousands of warehouses full of obsolete reports. 

Dr. Grover. Take the income tax returns. We have schedules that 
require their retention for 6 years. In 6 years we can accumulate 
about 300,000—— 

Mr. Ancet. About 400,000 cubic feet of records. 

Dr. Grover. That is a lot of records. 

Mr. Hays. The Census Bureau retains its records forever, does it 
not ¢ 

RETENTION OF MICROFILMED POPULATION CENSUS 


Dr. Grover. The population censuses are now microfilmed. We 
have them going back to 1790. But we have been microfilming from 
the 1880 census on. The 1950 census has been microfilmed. ‘The de- 
tailed schedules will be kept until the next census, 10 years, for the 
purpose of possible retabulations. When the 1960 census comes along 
the 1950 papers will be destroyed and we will just keep the microfilm. 

Mr. Hays. What about the correspondence files of the various de- 
partments? How long do you keep those running? 


e RETENTION OF CORRESPONDENCE FILES 


Dr. Grover. It depends upon the level of organization, Mr. Chair- 
man. The correspondence of the Secretary of State with his ambassa- 
dors and diplomats all over the world is very important and that cor- 
respondence is kept indefinitely. As you go down the line the corre- 
spondence becomes less and less valuable. 

Bureau correspondence is one of our big problems. There is a tend- 
ency to interfile correspondence of temporary value and corre- 
spondence relating to policies and precedents that should be kept 
indefinitely. 

One of our purposes in getting into this current records main- 
tenance and creation program is to try to see that the agencies do not 
interfile temporary and nonessential material with permanent ma- 
terial so that we can destroy the nonessential material as soon as 
administrative needs have been filled. 
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With regard to many of the correspondence files kept in the field, 
the whole file is destroyed because your policy material is in Wash- 
ington. Does that answer your question? 

Mr. Hays. Yes. 

Mr. Hatey. I would like to return to the question I asked yesterday, 
just as we agreed to recess for the day, Mr. Merriam. I have it here. 


HOOVER COMMISSION TASK FORCE STUDY OF STANDARD FORMS PROGRAM 
IN BUREAU OF THE BUDGET 


In part one of the Hoover Commission Report on Paperwork Man- 
agement, Recommendation No. 2 stated : 

Our task force is now conducting an investigation of the standard forms 
program of the Bureau of the Budget and we will report on that later in part II 
of this report. 

The report referred to does not appear in part IT. 

My question is, do you know whether this investigation of standard 
forms has ever been completed, and if so, to whom were the results 
reported ? 

Mr. Merriam. | think that I will ask Mr. Sutton, who has worked 
on the details of that, to answer your question. 

Mr. Surron. Mr. Angel, of course, who was a member of the task 
force, may be able to supplement what I have to say. 

We had, as I recall, one meeting with the staff members of the 
Hoover Commission task force on the standard forms program and 
we attempted to give them the information that we have supplied you 
in answer to their questions. 

I cannot speak for the task force as to the determination it made 
on whether it should or should not include the subject in its second 
report. Presumably, there is information in the Hoover Commis- 
sion files, but that information is not in the Bureau of the Budget. 

Mr. Hays. Can you give us anything additional on that, Mr. Angel ? 

Mr. Ancet. My recollection is after the conference which was held 
with the Budget Bureau by members of the task force, while I was 
away, nothing further was done by the task force. 

When the second part of the report was drafted, the efforts of the 

task force organization and working groups were all directed toward 

the reduction of reporting requirements on business and recordkeep- 
ing requirements on business, and I have a feeling this recommenda- 
tion just got lost in the overwhelming concentration on the other 
phase of the work. 

That might have been even more the case because the organiza- 
tion of the second part of the report was by types of problems en- 
countered in reporting and recordkeeping by private business, and 
any recommendations on standard forms just would not have fitted 
into that pattern. That probably accounts for its having been over- 
looked. 

Mr. Hatey. Mr. Sutton, during our discussions with officials of 
the Defense Department we learned that those forms which are com- 
monly used by the three services—the Army, the Navy, and the Air 
Force—were standardized to the extent of identifying them as “De- 
fense Department forms.” 

Do you understand that the General Services Administration has 
similar authority and responsiiblity with respect to recommending 
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the issuance as “standard forms” those forms which are commonly 
used by several departments and agencies ? 


GSA RESPONSIBILITY FOR RECOMMENDING STANDARD FORMS 


Mr. Surron. The General Services Administration quite definitely 
has authority to promulgate forms for mandatory use by other agen- 
cies in various housekeeping operations—supply, space, and archival 
functions. 

The General Services Administration cannot identify these forms 
prescribed for mandatory use as standard forms without the approval 
of the Budget Bureau. 

Mr. Hatey. Thank you, sir. 

Mr. Chairman, did you intend to get back on the subject that we 
postponed pending the arrival of Mr. Merriam 

Mr. Hays. Yes. 

PROPOSED EXECUTIVE ORDER 


The interest we have, frankly, is the difference in the content of the 
two Executive orders, the proposed order you sent up and the one that 
subsequently replaced it. You said that you — a draft of your pro- 
posed Executive order that you would submit. I do not care whether 
we have your draft or not, ‘but we would like to have in our records 
the two side by side for purposes of comparison. 

I am not at all sure that what you propose does the job, and I 
think we would be derelict in our mission if we failed to try to find 
out. 

Mr. Surron. The original copy of the Executive order is in the 
files of the Bureau of the Budget. 

Dr. Grover. We would be governed by the policy of the President on 
the submission of any copies. 

Mr. Merriam. I think the situation is simply this: 

There is no problem involved in it. A suggestion was made by the 
Hoover Commission, as I mentioned yesterday. After avery thorough 
and careful analysis and an ultimate decision on the part of the Presi- 
dent, an alternate recommendation was made which he thought was 
most to the point and would best achieve the objective that the Hoover 
Commission had made. 

It would be the position of the executive branch that the interven- 
ing papers were merely, as the President has said on many occasions, 
scraps of paper which we hope under good records management pro- 
grams would be thrown out along the w ay, because they represented i in- 
( complet ted staff work leading to a decision on the part of the President 
to conduct the work in a certain way. 

In accord with his oft-stated feelings on this matter, we would not 
feel free to submit the incompleted and necessar ily unfinished work to 
the Congress. 

Mr. Surron. I think that I can elaborate on this, Mr. Hays. 

The General Services Administration, upon the receipt of this first 
Hoover Commission report on Paperwork Management, felt that it 
would be helpful to the President and the Bureau of the Budget to 
have, in draft form, a proposal which would carry out the recommen- 
dations of this first Hoover Commission report. 
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The proposed Executive order was exactly that. It was prepared 
in advance of determinations that were to be made by the President 
with respect to these recommendations, and well in advance of a lot 
of the staff work which the Bureau of the Budget was doing as the 
agent of the President. 

wT think you know, and Mr. Haley knows, that the Bureau of the Bud- 
get was assigned a major responsibility by the President for assem- 
bling the views of all the departments and agencies on each of these 
Hoover Commission recommendations as they came out. 

The recommendations dealing with paperwork quite naturally af- 
fected.all departments and all departments had comments to make to 
the Bureau. Our job was a staff job for the President—to round up 
information for him and the consensus of views of all of the executive 
departments. It was helpful to have the General Services Admini- 
stration’s views in that connection, and also to have some implement- 
ing documents which could be used if the President reached certain 
decisions. 

The President also established other machinery to help him con- 
sider these recommendations, and this machinery is still working. 

The President’s Advisory Committee on Government Organization 
has been active in considering those Hoover Commission recommenda- 
tions that dealt with organizational matters. 

Meyer Kestnbaum was appointed as a special assistant to the Presi- 
dent to assist him in reaching decisions on these recommendations. 

The Bureau of the Budget is a staff arm of the President and has 
rounded up literally stacks of reports to help the President in the mak- 
ing of decisions on these recommendations. This proposed Executive 
order of the General Services Administration was merely one trans- 
action that fits into this whole process. I think it was the President’s 
conclusion that the objectives of the Hoover Commission could be 
sought by means other than an Executive order. He expressed his 
very great personal interest in this subject and took the action of 
which’ you are aware. 

Mr. Hays. I am sure the President wants to do the right thing about 
it. When you keep saying over and over again, however, that the 
President did this and the President did that, I cannot help but won- 
der, and I certainly want to show my doubt that the President knows 
very much about the struggle that is going on between the Bureau 
of the Budget and other people over the ultimate power to decide who 
has control of the paperwork management. 

What I suspect happened was that the Bureau of the Budget made 
a decision and took it in and said, “Mr. President, this is what we de- 
cided ought to be done,” and he did it. I have been around politics 
long enough to know that is about what happened. 

Mr. Merriam. As far as I am concerned, there is no struggle for 
power. Our standpoint shows that and I think you are entirely in- 
correct on that. 

Dr. Grover. There has been a lot of discussion, but we and the 
Bureau of the Budget are in agreement on how we are going to go 
ahead on this program. There is no conflict. 

Mr. Hays. I will say from own personal viewpoint—and I have 
talked to a number of Members of Congress about it and there seems 
to be some unanimity of agreement—if there are 2 or 3 departments n- 
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volved it is pretty difficult to pin down ultimate responsibilty if some- 
one is not doing the job. 

Everyone here, I think—and if anyone disagrees please say so—has 
agreed that the Hoover Commission report is correct in saying that a 
substantial amount of money can be saved on paperwork management. 
If money is not saved, the question will be raised some day: Whose 
fault is it? 


POTENTIAL SAVINGS IN PAPERWORK MANAGEMENT 


Mr. Merriam. I think that the question that you have asked is im- 
portant and I am glad that you raised it. 

As far as we are concerned, the potential saving in the way of space 
mi manpower—and we hope i in the way of dollars—is significant, but 

I think we ought to say in all candor that sometimes the ways in which 
those savings are shown are not as visible on paper as the Congress 
would like. 

Let me give you an example, if Imay. You may find that a savings 
will mean in a particular instance, in that an agency does not have to: 
come in for an increase in its appropriation, that it would otherwise 
have to come in for. It does not necessarily mean there will be an 
actual decrease in that appropriation item. It may be they can handle 
a larger volume of work with the same number of people, which cer- 

tainly in terms of the total problems of a government is a savings. 

I did not want to mention this because it has been my experience that 
this whole question of savings has to be looked at in the context of 
the growth and development of this country, and, unfortunately, the 
dollars-and-cents aspects of it are not as easily and clearly identified— 
at least that is our experience in the Bureau of the Budget—as we 
would like them to be. 

Dr. Grover. I would like to speak on that subject just a moment 
also. It is an important one. I think Mr. Merriam is correct, these 
dollars are very hard to track down. Very few of them go back into 
the miscellaneous receipts of the Treasury. 

When you are working on a program like this, the only thing you 
can hope to do, it seems to me, is to try to provide the most efficient 
and economical assistance to do the work that you can. The common 
custom is to measure that in terms of dollars. That is what the Hoover 
Commission report has done. 

Take our records centers, for example. We know that there are 
three types of savings in the records centers. On the average, the 
ratio of costs runs about 8 to 1 as between office space and warehouse 
space. On equipment, the ratio of savings is about 10 to 1. On per- 
sonnel to handle reference work on relatively inactive files, when you 
get them into a records center, there is at least a 2-to-1 ratio in savings. 
We can give you specific instances. We can tell you about the re- 
duction in the purchases of filing cabinets. When you reduce the an- 
nual average purchase of new filing cabinets from 60,000 a year to 
30,000 a year, you are making a big reduction. Thirty thousand filing 
cabinets at $50 a piece is a substantial sum of money, but it is not real 
money in the sense that it is going back into the miscellaneous receipts 
of the Treasury. 
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Mr. Hays. I understand that, and I think everyone on the commit- 
tee understands this is a potential saving. It is a saving that will be 
effected if the system is not just allowed to grow. 

Dr. Grover. In every phase of this program, beginning with the 
records centers, we, and I think rightly, have proved before we went 
ahead with the. program that there are specific advantages in the way 
of increased output, savings in equipment, or savings in space. The 
Government is too big for us to go into every organization and help 
them out. The only way we can operate is to first get specific examples, 
pilot projects, and then show what can be done ‘by installing an im- 
proved system such as we did on the correspondence system with the 
Internal ‘Revenue Service in Baltimore and throughout the country. 
I could give you specific figures before and after on that project; or 
what we did, with the cooperation of Miss Knight and her staff in the 
Passport Office. There, we conducted a complete paperwork survey, 
and we have good before and after figures. But once you make your 
point clear, then the only thing you can do is to train and try to con- 
vince other people to adopt the same system. 

How many dollars do you ss ‘ by training people to install in their 
own agencies better systems? I do not know. We will never be able 
to keep track of it. But the possibility of savings that are mentioned 
in that Hoover Commission report, in my opinion, are not overstated. 
That $250 million out of an estimate of $4 billion in cost is around 
6 percent. 


HOOVER COMMISSION RECOMMENDATIONS ON PAPERWORK REDUCTION 


Mr. Hays. Well, just one other question that occurs to me. The 
Hoover Commission report listed several specific things that can be 
done to eliminate paperwork and they gave examples. 

I might mention one that struck me particularly. This is with re- 
gard to commercial flights that arrive in the United States. I will 
read from the report : 

Every time a commercial overseas flight arrives in the United States from 
anywhere other than Honolulu or Canada, the airline gives the Government a list 
of passengers. 

There is an original list and 5 copies, each composed of 7 pages or a total of 
42 pieces of paper. The airline produces it for $4.90. The annual cost to all air- 
lines for 68,075 yearly arrivals is over $333,000. No attempt was made to assess 
the cost to the Government for handling the lists. The airlines produce the list 
and are responsible for it. They must keep a copy which means filing 476,525 
pieces of paper in a year’s time * * *. 


Then it goes on to say: 

Customs gets one copy, and so does the Public Health Service. The Immigra- 
tion and Naturalization Service gets 3 copies (1,429,575 pieces of paper). 

In 1 year, then, the simple act of receiving 5 copies of this report means that 
the Government handles a total of 2,382,625 pieces of paper. 

The airlines want the list eliminated and Customs is receptive. 

Whose responsibility is it? There is an agreement here apparently 
to see that itisdone. It is probably still going on, I suppose. 

The question that I want answered is: Whose responsibility is it 
to see that this thing is done away with? 

Mr. Merrram. Let me say that the Bureau of the Budget in its part 
of the review of the Hoover Commission’s reports, which includes this 
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one, is going over point by point every recommendation and getting 
a report on it and then will recommend that the appropriate agency, if 
it is not ours, to take the action necessary to bring it into effect if it is 
agreed with throughout the executive branch. 

Mr. Surron. That is not a specific recommendation of the Hoover 
Commission. It is an example cited in the discussion. I am not fam- 
iliar with the details of it. 

Mr. Kruercer. I am not familiar with the details of that. We will 
check into that. On that particular point you mentioned, though this 
is not on the number of copies, it is on the subject. A few years ago we 
had a question raised about one of those forms which airlines carried 
with them and the question of a duplication between that and another 
one, and the number of items on it. We had consultations with all of 
the Government parties concerned and with the airlines, and it was 
decided that an address on the manifest could be eliminated because it 
was on another piece of paper; therefore, it need not go on this piece 
of paper. That simplification was put into effect and within a very 
short time thereafter we began receiving all kinds of complaints from 
the airlines because the address was eliminated. What developed was 
that although it was not needed for the purpose we were concerned 
with at that particular time, somebody else in another department of 
the airlines was using that address for mailing list purposes, so when 
it was taken off they lost their entire source of information. 

We encounter this time and time again. I recall a meeting about 2 
months ago of one of our advisory committees which was concerned 
specifically with the question of the simplification of some reports. 
After about 30 minutes of talking of how those forms could be elim- 
inated, or simplified, they switched around completely and started 
talking about additional information they needed, and they would go 
through the form and say, “Here is an item that should be broken down. 
Instead of having all this lumped together in 1 category, it should be 
broken down into 2 or 3 different categories because ‘it includes differ- 
ent kinds of information and we need to know the information on those 
things separately.” 

So very frequently, you see, you get started on one road and with one 
objective, and then somebody brings in another interest and you get 
started off on another road and you end up with perhaps a more de- 
tailed report than you had to begin with. 

We think this is improvement. We have in the process eliminated 
certain of the less important items—information which is not used as 
much—but we have made no saving because we have ‘put back in some 
things which are more important which had not been obtained pre- 
viously. 

FORMS SIMPLIFICATION 


Mr. Surron. In answer to your question as to who is responsible for 
simplifying forms, I think we have to recognize that the responsibility 
is vested wherever the responsibility for the programs rests, and that 
is governed by the basic law assigning functions to the departments and 
establishments. Only in certain instances is the : approval of an agency 
form vested in some central agency, or the responsibility is shared with 
a central agency. In instances where the form becomes a standard 
form, or where it is a public-use form, then the law or the President’s 
directives require a higher level approval. 
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The President has asked all of the departments to give greater atten- 
tion to simplifying their forms and procedures, and he has the same 
objective that you do. It is the role of those of us in the central 
agencies to provide the technical advice and assistance that the agencies 
frequently need to help resolve these questions, and to provide stimu- 
lation to them to keep on the ball. 


HOOVER COMMISSION RECOMMENDATIONS 


Mr. Hays. Well, when the Hoover reports first came out, there was 
a great fanfare of publicity. A lot of things were going to be accom- 
plished, but as time goes on they are pushed into the realm of forgotten 
things. I think one of you gentlemen gave a very good example of 
that. You have a group to study the Hoover Commission reports and 
recommendations and to find out whether they are good recommenda- 
tions or not, and you will do that as you get around to that part of it. 

With regard to these agencies that may be using a form that is no 
longer necessary, or one that is just hanging on because of the fact it 
has been a habit for a long time to keep using it, finally the impulse to 
get rid of it is gone and it just hangson. That is the thing that worries 
me. I realize that you are confronted with a tough job. Habit is a 
pretty strong thing ‘and once people get into the habit of doing some- 
thing, even though it may not be useful any longer, it is pretty hard to 
get them not to do it. 

Mr. Merriam. Just for the record, as far as we are concerned, in the 
Executive Office of the President, the Hoover Commission’s recom- 
mendations are by no means dead. A great many of them have already 
been put into effect. A great many more are still under very intensive 
study and will be unquestionably put into effect. 

A number of our own office staff spend a great deal of time in the 
process of review and effectuation, and do a great deal of work with 
the departments in making certain that their analysis has not been 
based simply on habit and that if they have an objection it is a valid 
one. 

I think that you recognize without any question there is sometimes 
a difference between the actual execution of a suggestion and the de- 
velopment of the idea. 

Mr. Hays. Oh, yes. 

Mr. Merriam. We do have to make sure that if a recommendation 
ave been—there are really sound and 
valid reasons for that and that it is not because somebody doesn’t 
want-to change the way something has been clone. 

I want to say in all candor that these recommendations have been 
given, and are being given, a very thorough going over, and many 
dozens of them are already in effect, either exactly as ‘suggested, or with 
some slight modification, as happened i in the case of this one. 

Mr. Krurcer. As you mentioned, there is a list in the appendix of 
the task force report in part II. I believe that it is appendix 1-C, 
and it lists some 169 parts which are recommended for further study. 
We are in the process of running down every one of those that we 
have any authority to deal with w vhatsoever. There are some entirely 
outside of our authority. Some of them have to do with income-tax 
forms. There are others that require legislation. There are some 
which are on matters of general policy recommendations. 
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Mr. Hays. Would it be possible for you to give the committee « 
breakdown on the ones that you have authority over and that you are 
working on, and the ones that lie with someone else, so that we can 
make a check to see if anyone is doing anything with the ones that 
you are not studying? 

Mr. Merriam. Are you talking about the paperwork management ? 

Mr. Hays. I am talking about the specific list of the task-force re- 
port in appendix 1-C, You say that you are taking care of a por- 
tion. We will take your word for that. We would just like to check 
and see the portion that you have no authority over and whether any- 
one is doing anything about them. 

Mr. Merriam. I am not familiar with that, but Mr. Krueger was 
talking about the review of the Hoover Commission reports, and I 
am talking about a review of all of them as far as the Bureau of the 
Budget is concerned. 

Mr. Hays. He has mentioned these 150 specific targets, and he stated 
that the Bureau of the Budget had authority over some of them, but 
some they did not have authority over. What I would like to know 
is something about the list that you do not have authority over. I 
do not believe that would be violating anything. 


BUREAU OF THE BUDGET AUTILORITY 


Mr. Surron. I think that I can elaborate somewhat. When Mr. 
Krueger says that there are some over which the Bureau does not 
have authority, he means that the Federal Reports Act limits the 
authority of his part of the Bureau to deal with them. However, the 
Bureau’s general assignment of responsibilities given it by the Con- 
gress and the President does not necessarily exclude any aspect of 
federal management from review of the Bureau, so there are really 
none. 

Mr. Hays. You take a look at all of them in one way or another? 

Mr. Surron. Yes. , y—and the Hoover Com- 
mission recogniz ‘e such that it would take a separate task 
force many months of study to frankly come to a resolution of prob- 
lems the Hoover Commission has identified. I think in many cases 
the Hoover Commission did not come out with specific findings be- 
cause its study was one of short duration and the Commission had to 
face the fact that some questions had to be gone into thoroughly over 
a long period of time. We anticipate that there will be many such 
questions growing out of other Hoover Commission reports than just 
the paperwork report. 

It is partly with that in mind that the President has asked the 
Congress to appropriate money to help make these studies that will 
grow out of the Hoover Commission reports. 

Mr. Merrtam. I can give you examples where we really get out of 
our bailiwick. 

One of the suggestions is that a form be changed on the adoption of 
the metric system. Without going into detail, I am sure you realize 
that has broad implications beyond the scope of the Bureau. 

Mr. Hays. As I stated before, I did not expect you to follow this 
Hoover Commission report as a bible. I think there are probably 
some errors in it also. We are interested in seeing that those parts of 
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it which can be effective are put into practice and the parts which can- 
not be, or which are not, are brought into proper perspective. 

Mr. Surron. We have that same objective, and we are hopeful that 
the work we are doing will enable us to provide the Congress with 
information about those items which require action by the Congress. 

As you know, the Hoover Commission reports were primarily ad- 
dressed to the Congress. The President wants to take all possible 
action by administrative measures where action by the legislative 
branch is not required. Many of the recommendations do require 
action by the legislative branch. We hope to facilitate the Congress’s 
consideration of those items to the maximum. 


UNNECESSARY USE OF KRAFT ENVELOPES 


Mr. Jones. I want to get out of the complicated area and get into 
something very simple, and yet it is a very irritating practice, at least 
it has been to me, and I think it is a practice that has brought about, 
or created the impression in the minds of the public that the Govern- 
ment is not interested in practicing economy. 

Iam referring toa very simplething. For instance, very frequently 
mail comes to my office, a single sheet of paper, very often a mimeo- 
graphed sheet, enclosed in a big 9 by 12 heavy kraft envelope when it 
very easily could have been folded and put into a cheaper-type manila 
envelope. Someone in Government should make some suggestion 
about practice of just plaineconomy. Does anyone ever consider those 
little things? That is a small item, I realize, but I want to bring this 
up because it impresses people. 

I was in the country newspaper business and frequently we would 
have meetings and the people would talk about this one item. It 
occurred at a time when the newspaper publishers were unable to buy 
these large 9 by 12 heavy kraft envelopes. They were unobtainable 
in the commercial market, and yet the Government seemed to have 
a superabundance of them. 

When I first came to Congress and I would get mail like that—and 
I was very conscientious and I am still conscientious, I think—I would 
send that back to the person who sent it and suggest that they were 
wasting an awful jot of money using an envelope for a thing like that. 
We know of hundreds of forms that go out to people that have no 
earthly use for them. I think there would be a possibility of checking 
some of those lists to start with. But the waste of the money by using 
that expensive envelope is something that somebody ought to do some- 
thing about. 

Does anybody have any authority to suggest to the department that 
they practice just practical economy ? 

Mr. Surron. I think both the Bureau of the Budget and the Gen- 
eral Services Administration can answer this in part. 

The question of the kraft envelopes is an old one. It comes up 
every time there is a shortage of newsprint because you have the same 
type of stock used in the newspaper business. It came up during the 
war and during the Korean period. The Bureau of the Budget had 
a specific request from people who wanted to see this kind of con- 
servation of paper resources effected, and issued a circular entitled 
“Paper Conservation,” to the departments. This release contained a 
lot of technical suggestions as to how agencies could economize in the 
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use of paper, particularly the kinds of paper in short supply. This 
general question has also to do with better mailing pr: actices and better 
public ation control and better publication practices. 

The General Services Administration will, with its interest in the 
paperwork program, also be giving attention to mailing practices and 
I know Mr. Angel has under consideration the question of just how 
he can provide greater assistance to these departments in showing them 
how to realize some of these economies. 

There is not, to my knowledge, in the Government regular inspec- 
tion of agency mailing practices, although we do have financial audits 
that look into a lot of administrative matters. The General Account- 
ing Office occasionally might get into agency mailing practices, but 
not as a general rule because they are more concerned with accounting 
audits. There is not a regular inspection of any of these mailing 
practices. There are good suggestions now in print available to the 
people that are handling these mailing jobs in the agencies. There 
is technical advice and assistance available from places like Mr. An- 
gel’s organization in the General Services Administration. 

Mr. Jones. We never see any changes made. 

Mr. Hatey. This is going to lead into a subject we expect to study 
later, the paper distribution phase. You may be sure at that time it 
will be taken up. 

Mr. Hays. I do not think it is a bad idea to pursue it right now. 
I am interested very much in it. I want to find out who can answer 
specifically what Mr. Jones wants answered. Does anyone have au- 
thority to say, “Stop doing this” ? 

Anyone should know that you could fold a single sheet and put it 
into an ordinary envelope. I used to get them all the time and still 
do occasionally. I remember specifically during the Korean war, 
when the casualty lists were coming in, they always came from the 
Pentagon—one sheet in a big envelope, and the sheet was never folded. 

Mr. Jones. About a month ago I received a single thin sheet of 
paper from some President’s advisory committee. It must have been 
sent in 120-pound-weight kraft envelope, 9 by 12. I thought that I 

was getting an important communication of some kind. 

Mr. Merrram. I think that that focuses on one of the problems. 
Again, I think the problem rests with the department head. I think 
that you will find some considerable improvement over the last few 
years in the departmental operations in this field. You get some 
problems from the groups that have not had this long indoctrination, 
and they are the ones who are prone to perhaps be a little silly. I 
guess that there is never going to be any end to some of the stupid 
things that are done, but I do feel it is fair to say that a great many 
improvements have been made over the years. I worked here just at 
the start of the war and came back last year. One little thing that 
struck me was that every agency at that time had a separate memo 
form for its own agency and the printing cost must have been con- 
siderable. Now you have a standard memo form for everybody. I 

cannot tell you w ‘hat the savings are in that, but I, as one individual, 
noticed this as a change for the better. I think that you could 
multiply it by many more. This does not mean that we are at the end 
of the line, by any means, and I want to emphasize that. I think the 
responsibility again has to rest on the department head. 
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Mr. Hays. In other words, there is no superagency that has the 
power to send out a directive saying, “Do not put single sheets of 
paper in a9 by 12 envelope?” 

Dr. Grover. We do have this on our agenda. We are preparing a 
pamphlet similar to those on correspondence management and mail 
operations. We will follow that pamphlet up with training. I 
think you can issue orders until you are blue in the face and unless 
you can somehow get to the people who are doing this and teach them 
how stupid it is— and it should be obvious, but evidently it is not, 
because they keep on doing it—and leave some instructions with them 
to follow, you are not going to accomplish any results. You also have 
to keep going back at them on this sort of thing. 

Mr. Hays. Perhaps if a letter went out ‘from the Bureau of the 
Budget saying, “It has come to our attention you are doing this, and 
apparently you are wasting thousands of dollars a year and we pro- 
pose to cut you by that much,” it might have a salutary effect. 

Mr. Merrtam. We have similar things with our examiners at 
budget hearings, and we would certainly ‘be glad to know the specific 
instances if you care to give them, and any others that come to your 
attention, because we can call these things to the attention of the in- 





dividual agencies, and we do. 


May I say, also, there has been in the last few years an encourage- 
ment of the suggestion box idea and of awards that the departments 
are giving for improvement suggestions, and some have been very 
helpful. 

I personally think that people working in an area are in the best 
position to simplify their operations, particularly if they are en- 
couraged to come forth with ideas that have not been thought of. 

Mr. Surron. Do not fail to send that envelope back. That is the 
type of motivation, coming from a Member of Congress, that is useful 
and helpful. 

Mr. Jones. I did it once. They continued to send them out. I gave 
up on them. 

Mr. Hays. The next time you get one let us know. We will call 
them up before the committee and let them talk about it. 

Mr. Jones. That. is just a minor thing. We are talking about mil- 
lions of dollars, and that is just down in the thousands. It is the thing 
that creates an impression in the mind of the public, and it gets into 
all the newspapers. I have a publisher who every month has a com- 
ment in his paper about the wastefulness of the Government, and he 


cites examples. I think it is just poor public relations. 


Mr. Merrtram. There is no question about it. 
Mr. Harry. I would like to get a few figures to complete our recor d. 
T want to direct this question to you, Mr. Angel. 


CONTRACTS FOR RECORD MANAGEMENT SURVEYS 


In the annual report of the Administrator of the General Services 
Administration, five contracts were let for record management surveys 
by private consultants. We would like our record to show—and we 
hope that you can tell us—the names of these consultants. 

Mr. Anoet. I will provide it for the record. 
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(The following information was submitted by Mr. Angel :) 


Records Engineering, Inc—The creation and retention of records in the Vet- 
erans’ Administration. 

Records Engineering, Inc.—Paperwork management in the Interstate Com- 
merce Commission. 

Robert F. Miller & Associates, Inc.—The reporting system and related records 
and procedures of the Bureau of Indian Affairs. 

Lester B. Knight & Associates, Inc—Paperwork activities in four insurance- 
type agencies: the Bureau of Employee’s Compensation, the Retirement Divi- 
sion of the Civil Service Commission, the Railroad Retirement Board, and the 
Bureau of Old-Age and Survivors Insurance. 

Leahy & Co.—Records centers maintained by the General Services Administra- 
tion and the Department of Defense. 


Mr. Havey. Mr. Krueger, according to a report of the Central Sta- 
tistical Board, issued in 1939, the number of administrative forms and 
returns for the year ended June 30, 1938, was about, 97,500,000 and 
the nonadministrative returns numbered about 38 million. 

Have you figures that would enable you to compare the fiscal year 
1955 with 1938 in this regard ? 

Mr. Krueger. No, we have not. I believe that was the only time 
that was ever done. 

Mr. Hatey. I just wanted to know if we could supplement our 
report with such a statistical table. 

Mr. Kruecer. We do not have the figures. 

Mr. Hays. That seems to be all the questions we have, gentlemen. 

We thank you very much for coming up today. 

Without. objection, the committee will stand adjourned. 

(Whereupon, at 11:40 a. m., the committee adjourned.) 
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Part I—Forms Management 





THURSDAY, MAY 10, 1956 


Unirep Starrs House or RepresENTATIVES, 
SUBCOMMITTEE TO Stupy FrpERAL PRINTING AND 
PapPERWORK OF THE CoMMITTEE ON House ADMINISTRATION, 
Washington, D.C. 

The Subcommittee to Study Federal Printing and Paperwork of the 
Committee on House Administration, authorized by House Resolu- 
tion 262, 84th Congress, 1st session, met pursuant to call, at 10 a. m., in 
room G-53, the Capitol, Hon. Wayne L. Hays (chairman), presiding. 

Subcommittee members present: Representatives Wayne L. Hays 
(chairman) of Ohio, Paul C. Jones of Missouri, Paul F. Schenck of 
Qhio, and Robert J. Corbett of Pennsylvania. 

Members ex officio present : Representatives Omar Burleson (chair- 
man of the Committee on House Administration) of Texas, and Karl 
M. LeCompte of Iowa. 

Staff members present: John F. Haley, staff director; Julian H. 
McWhorter, technical adviser; Philip B. Billings, legal counsel; and 
Asselia Poore, research analyst. 

Mr. Hays. Gentlemen, will the meeting please come to order. 

I would like to welcome two officials of the General Accounting 
Office this morning: Mr. Steve M. Brown, Associate Director, Ac- 
counting and Auditing Policy Staff; and Mr. Owen A. Kane, Legis- 
lative Attorney, Office of the Comptroller General. 

Mr. Brown has previously discussed the work of the General Ac- 
counting Office relative to standard accounting forms, forms manage- 
ment, and paperwork reduction generally. He has also supplied this 
committee with progress reports of the joint program to improve ac- 
counting in the Federal Government which was instituted by the joint 
agreement signed on January 6; 1949, by Lindsay Warren, Comp- 
troller General; John Snyder, Secretary of the Treasury; and James 
Webb, Director of the Bureau of the Budget. It may be of interest 
to note that Mr. Lindsay Warren, the then Comptroller General, was 
formerly chairman of this House Administration Committee, when 
he served with distinction as a Member of Congress. _ 

The seven annual progress reports relating to the joint program to 
improve accounting in the Federal Government contain information 
relating to noteworthy examples of paperwork reduction stemming 
from the joint efforts of the General Accounting Office, Treasury, and 
the Bureau of the Budget. As Mr. Brown undoubtedly contributed 
much to the reduction of paperwork, and as he is actively engaged in 
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accounting work closely related to a substantial volume of paperwork,. 
we are pleased to have him with us this morning to furnish necessary 
information which will help us advance this study. 

I have been briefed quite fully by my staff members about their 
previous conversations with Mr. Brown, and believe that the picture 
of the General Accounting Office program can be brought into clearer 
focus for the record during today’s discussion. 

I say with all regrets that an unexpected session of the Foreign Af- 
fairs Committee, of which I am a member, has been scheduled for this 
morning, with Secretary of State John Foster Dulles. Under the cir- 
cumstances, I must forego the pleasure of hearing the complete testi- 
mony of these GAO officials. I am therefore going to ask my col- 
league, Representative Paul Jones, to please take over for me as chair- 
man when I have to leave. I may add that I do this with every feel- 
ing of confidence. 

Before taking my leave, I wish to extend my personal welcome to 
these General Accounting Office representatives, and also express my 
personal gratitude to Mr. Campbell, the Comptroller General, for his 
cooperation and efforts on behalf of this subcommittee. 

Do you have any questions, Mr. Haley ? 

Mr. Harry. Mr. Brown, will you please state your full name and 
title of the position you now occupy, for the record ? 


STATEMENT OF STEVE M. BROWN, ASSOCIATE DIRECTOR, ACCOUNT- 
ING AND AUDITING POLICY STAFF, GENERAL ACCOUNTING 
OFFICE 


Mr. Brown. My name is Steve M. Brown, Associate Director, Ac- 
counting and Auditing Policy Staff, General Accounting Office. 

Mr. Harry. As briefly as you can, outline a little of your background 
and general experience. 

Mr. Brown. I have been in the Government almost 32 years; 2 years 
in the Internal Revenue Service and the balance in the General Ac- 
counting Office, ranging all the way from file clerk on up. Most of 
my work in the organization has been in accounting and methods 
work. 

Mr. Hater. Mr. Brown, as the result of the joint programs for im- 
proving accounting in the Federal Government which was jointly spon- 
sored by the Comptroller General, the Secretary of the Treasury, and 
the Director of the Bureau of the Budget on January 6, 1949, have sub- 
stantial reductions been achieved in the volume of related Government 
paperwork ? 

Mr. Brown. Yes; there has been a tremendous reduction. 

In the prepared statement we give about 14 illustrations. That 
does not begin to cover it all. 

Mr. Harey. Could you cite some noteworthy examples of paper- 
work reductions achieved as the result of this program ? 

Mr. Brown. Well 

Mr. Harry. If that is incorporated in the statement, it may save 
time to read it. 

Mr. Brown. There are 14 illustrations. 

Mr. Harry. It might be well then if Mr. Kane proceeded with 
that. It isapparent that our purpose is to seek information contained 
in the statement. 
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Mr. Hays. Perhaps we should have you proceed with your state- 
ment, Mr. Kane, and then we will revert to questions addressed to 
either of you. 

Mr. Harry. Mr. Kane, for the record, will you state your name? 


STATEMENT OF OWEN A. KANE, LEGISLATIVE ATTORNEY, OFFICE 
OF THE COMPTROLLER GENERAL 


Mr. Kane. My name is Owen A. Kane, Legislative Attorney, Office 
of the Comptroller General. 

Mr. Chairman and members of the subcommittee, the Comptroller 
General, Mr. Joseph Campbell, asked that I express his appreciation 
for giving us this opportunity to describe some of the achievements 
of the General Accounting Office in eliminating Government paper- 
work. 

The General Accounting Office is the agency of the Congress for 
checking on the financial transactions and administration of the de- 
partments and agencies. Also, we have, the responsibility of assist- 
ing and cooperating with the executive branch officials in improving 
the efficiency and etiectiveness of Federal operations. 

We feel, therefore, that you will be interested in some of the changes 
in the operations of the General Accounting Office in the past few 
years that were designed to simplify the paperwork in our office. 
What is more important, most of the changes effected savings in man- 
power and paperwork on a governmentwide basis. Many of the 
new techniques were promoted and ratified by the Congress. 

Under the old approach, the General Accounting Office was grow- 
ing into a central papermill. This was contributed to by the many 
fiscal requirements of the Treasury Department, the Bureau of the 
Budget, and the General Accounting Office, which were not always 
coordinated. Some of the old methods were adequate to meet the needs 
of our Government when the annual budget was a few billion dollars. 
However, beginning in 1940 when Federal defense expenditures grew 
into astronomical figures, the ways of the past could not keep pace 
with the new demands. Actually, the auditing and accounting re- 
quirements of the Government under the antiquated stand: rds | gen- 
erated unlimited paperwork. 

At that time, therefore, the General Accounting Office determined 
to modernize its methods and procedures and to improve the fiscal 
procedures in the Government as soon as possible. Concentrated 
efforts began immediately after the close of World War IT. 

The foundation was created in the joint accounting improvement 
program, inaugurated in 1947 by the Comptroller General, the Sec- 
retary of the Treasur y, and the Director of the Bureau of the Budget, 
in collaboration with all other Government agencies. Its basic 
principle was the decentralization of accounting and auditing in the 
Government to points where operations were carried on, and the 
summarization of information prepared at those points for the use 
of the central control agencies. 

Under the old audit system, all disbursing officers’ accounts, with 
supporting vouchers, contracts, and other papers, were sent into 
the Washington office of the agency for administrative review, and 
then funneled for audit into the General Accounting Office. Today, 
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under our new comprehensive audit approach, our auditors go to the 
place where the records are kept by the agency. This procedure elin- 
inates transmission of carloads of paper into Washington. Leaving 
the vouchers at the site of operations automatically eliminated pre- 
paring and maintaining two sets of vouchers, since the original 
voucher serves the needs of the Department and the General Ac- 
counting Office. 

The Congress cooperated in providing a legislative basis for modern- 
izing auditing and accounting work in the Government by passing 
the Budget and Accounting Procedures Act of 1950, which embodied 
the principles of the joint accounting improvement program. It 
provides necessary authority for simplification of fiscal procedures 
and elimination of duplicating or overlapping processes. One of the 
first results under that act was the discontinuance of the thousands of 
accounts which theretofore were required to be maintained by the 
General Accounting Office for the entire Government. Actually, the 
same accounts were being maintained in the agencies and in the 
Treasury Department. ‘This elimination saved the General Account- 
ing Office $1 million in salaries and stopped the flow of millions of 
documents that had to be sent by the departments and agencies to the 
General Accounting Office for posting to the records. 

Joint regulations 1, 2, 3, and 4, issued by the Secretary of the 
Treasury and the Comptroller General under the 1950 act, have elim- 
inated the need for thousands of warrants which previously were 
required in order to credit funds on the books of the Treasury De- 
partment and make them available for expenditure. 

Another important step by the Congress which broke ground for 
eliminating unnecessary paperwork was the passage of the Post Office 
Department Financial Control Act of 1950. That act, as implemented 
by the Comptroller General and the Postmaster General, has brought 
about tremendous reductions in paperwork without sacrificing, and 
in fact improving, control over the Department’s funds and assets. 

Some significant efforts of the General Accounting Oflice to reduce 
paperwork in the Government go back as far as 1942. For example, 
site audits were inaugurated by the Comptroller General early in 
World War II to audit payments under cost-plus war contracts. It 
was found that the site audit was mutually advantageous to the Gov- 
ernment and to the contractor, Cash savings to the contractors and 
to the Government are obtained through reduction of clerical ex- 
penses and by elimination of documents that were required to be 
submitted to Washington. 

Mr. Chairman, everyone is interested in the Government operating 
on an economical and efficient basis. As brought.out in the Hoover 
Commission Report on Paperwork, there is considerable room for 
improvement in the paperwork processes of the Government. We be- 
lieve that primary reliance for improvement must be placed in day- 
to-day management. ‘There is no dramatic one-shot remedy for elim- 
inating redtape and wasteful practices. It is only brought about by 
constant and daily vigilance of responsible officials. 

‘The prescribing function of the Comptroller General is now car- 
ried out largely in terms of principles and standards because of the 
responsibility placed upon the head of the agency under the Budget 
and Accounting Procedures Act of 1950. However, that act provides 
that the Comptroller General shall, to the extent he deems necessary, 
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continue to exercise the authority to prescribe forms, systems, and 
procedure for administrative appropriation and fund accounting. We 
should point out that both the Senate and House Committees on 
Government Operations, in favorably reporting the 1950 legislation, 
made it clear that the accounting responsibility of the Comptroller 
General in this respect is in accordance with the long-established 
policy of Congress of retaining legislative control over public finan- 
cial transactions “that must be held inviolate.” 

The concept under which the Comptroller General operates is to 
exercise his prescribing authority on a fully cooperative basis and to 
assist the agencies in developing their accounting systems and pro- 
cedures, including the related accounting forms. The prescribing 
responsibilities of the Comptroller General often affect contractors 
and others having business with the Government. In such cases we 
‘consult with their representatives to determine that the impact of our 
requirements are as simple and practicable as possible and yet serve 
the best interests of the Government. 

In the past decade, the General Accounting Office has been engaged 
in a continuous program, in cooperation with the departments and 
agencies, of eliminating redtape and unnecessary paperwork in the 
Government. Practically every day finds new methods adopted which 
increase efficiency and economy of operation. If all these instances 
were recorded in one place, the American taxpayer would be impressed 
and gratified by the amount of the savings involving millions of 
dollars. 

In order that the Congress and its committees, in carrying out its 
vital management responsibility for the operations of the executive 
branch, be kept posted on the governmentwide progress under the joint 
accounting improvement program, a report has been prepared each 
year since 1949 illustrating concrete accomplishments and the cumula- 
tive effect of this dynamic program. The report is prepared by the 
staffs of the Bureau of the Budget, the Treasury Department, and the 
General Accounting Office. The seventh annual progress report was 
transmitted to the Congress in March 1956. Each of the reports con- 
tains illustrations of significant developments in the elimination of 
paperwork and savings achieved in adopting better business methods 
throughout the Government. 

The following illustrations give some indication of the kind of sav- 
ings in paperwork which have been accomplished. We want to make 
it clear that the forward progress that these illustrations demonstrate 
are the result of the cooperative approach we have adopted of encour- 
aging and stimulating agencies to take the initiative in working out 
internal improvements. One advantage to this is that frequently 
participation on the part of an individual agency brings suggestions 
that can be adopted on a governmentwide basis. 

At this point I would suggest that Mr. Brown read the balance of 
the illustrations. He has worked with the General Accounting Office 
for 30 years and this subject is one of his specialties—concentrating on 
achieving this type of savings for our office. He is thoroughly famil- 
iar with each one of the cases and is entitled to a great deal of credit 
for working them out and for cooperating with the agencies in putting 
them into effect. 

Mr. Hays. If you have no objection, if any member of the com- 
mittee wants to ask you about any one of these during the reading, 
we will. 











62 PAPERWORK MANAGEMENT 


ILLUSTRATIONS OF SAVINGS IN PAPERWORK 


Mr. Brown. I will have no objection. These are 14 illustrations. 

The procedures for deposit of collections and making funds avail- 
able for disbursement were greatly simplified by the issuance of Treas- 
ury-General Accounting Office joint regulations 1, 2, and 3. For 1 
repayment to an appropriation, 26 steps, 60 pieces of paper, and 106 
recordations were eliminated under the procedure provided by joint 
regulation No. 1; for each requisition for disbursing funds from a 
general fund appropriation, 8 steps, 11 pieces of paper, and 30 recorda- 
tions were eliminated by joint regulation No. 2; and in the case of 
available special and trust fund receipts, 33 steps, 72 pieces of paper, 
and 136 recordations were eliminated, and the number of governmental 


units involved and days required to process were reduced from 10 to 


4 units, and 30 to 2 days, respectively, by joint regulation No. 3. 

Joint regulation No. 4 discontinued accountable warrants (25,000 
a year) and covering warrants (30,000 a year) pursuant to authority 
of section 115 of the Budget and Accounting Procedures Act of 1950. 

Second, in all agencies where administrative examination of ac- 
counts has been decentralized and on-site audit procedures have been 
installed, material savings have resulted through the use of the voucher 
and schedule of payments and elimination of the preparation of public 
vouchers where properly certified invoices are received from vendors— 
for example, in General Services Administration preparation of 
200,000 vouchers eliminated; in Agriculture over 1 million vouchers 
eliminated; in Interior over 1 million vouchers eliminated; for the 
whole Government approximately 25 million vouchers eliminated 
annually. In addition, where the GAO makes a site audit, the neces- 
sity for making and retaining copies of vouchers and their supporting 
documents is Drsinated since the original document is retained in the 
agency as long as needed. Further, none of the millions of vouchers 
are sent to the disbursing officer as under provious procedures. Under 
revised procedures, only the schedule, which is a simple listing show- 
ing name and address of payee and amount to be paid, is sent to the 
disbursing office. Also, the duplicate handling of these millions of 
vouchers by the disbursing officer and the administrative office in 
Washington is eliminated. 


ON-SITE AUDITS 


Mr. Hays. I have a question. You say, “In all agencies where ad- 
ministrative examination of accounts has been decentralized and on- 
site procedures have been installed material savings have resulted 
* * *” T take that to mean that you have not installed this system 
in all agencies yet ? 

Mr. Brown. No, sir; we have not. Under the Dockery Act of 1894 
it was required that all vouchers paid in the field must be administra- 
tively examined at the seat of government and then transmitted to 
the General Accounting Office and thereafter preserved, apparently 
forever. Under the Budget and Accounting Procedures Act of 1950, 
authority was obtained by the Comptroller General to authorize this 
administrative examination to be performed in the field, or to even 
eliminate the administrative examination whenever he determined the 
agency had proper internal control. That has gone on gradually. 
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Outside of the Department of Defense it is universal now. In the De- 
partment of Defense we do not have all the vouchers coming into Wash- 
ington. We have 3 audit branches, 1 in Cleveland, 1 in Indianapolis, 
and 1 in the city of Denver for the ‘Air F orce, where the vouchers are 
audited at that point. 


COMMERCIAL TYPE AUDIT OF GPO 


Mr. Hays. What about the Government Printing Office? Are they 
in this system ? 

Mr. Brown. We perform an audit of the Government Printing Of- 
fice at the Government Printing Office. There is a special act that 

was passed in the appropriation bill 2 or 3 years ago that put the Gov- 
ernment Printing Otlice on a commercial type audit, and ie put their 
appropriations on a revolving fund basis. 

Mr. Hays. Do you have any authority to suggest procedures and 
so on to them ? 

Mr. Brown. We have the authority to prescribe the procedures if 
we desire to do it. But we have found that does not work too well. 
You cannot force a person to do something he really does not want to 
do. You have to sell it to him. We have operated on that basis. If 
an agency would not go along, we would then prescribe it. If they do 
not follow it, all we can do is to report it to the Congress. 

Mr. Hatey. We obtained copies of the GAO annual audit report 
of the GPO, and we intend to recapitulate it for the edification of 
our membership. It would be worth our subcommittee’s attention to 
review it as soon as we get it completed. 

Mr. Brown. I believe that the last audit for the Government Print- 
ing Office will be up tomorrow. I think it is being run off today and 
it should be up here tomorrow. 

Mr. Hays. You may proceed. 


IMPROVED FORMS FOR USE BY GOVERNMENT LESSORS FOR RENTAL CHARGES 


Mr. Brown. No. 3. Forms and procedures were approved for use 
in various agencies whereby certain lessors are no longer required 
to submit monthly bills covering rental charges. In lieu of this re- 
quirement, agencies use a single listing form on which appears the 
names of lessors and the monthly rental due each. This single form 
is used by the disbursing officer for the issuance of checks in favor 
of the payees indicated on the form. As a result of the new pro- 
cedure, over 450,000 vouchers annually are eliminated. 

Under the older procedure, even though we had a contract with a 
lessor to rent a building, every month he had to prepare one of these 
vouchers, sign it and send it in to the Government agency and they 
in turn would list it on a schedule, send it to the disbursing officer 
who would issue the check. We have eliminated that. We know 
we owe the rent, so we do not require the vendor to fill out these 
vouchers. We go ahead and pay him when it is due and just send 
him his check. 

Mr. Hays. How long has that been in effect ? 

Mr. Brown. About 4 years. We tried it out originally with the 
Bureau of Old-Age and Survivors Insurance, and then we extended 
it to the whole Government. 
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PROCEDURE OF HOUSE OF REPRESENTATIVES FOR RENTAL PAYMENTS AND 
PAPERWORK 


Mr. Hays. I lease an office in my district because there is no Federal 
building available to have one in. He tells me that he has to send a 
form every month in order to get paid, which occurred to me to be 
kind of an unnecessary thing. 

Mr. Brown. I agree with you. I have not been able to convince 
the Disbursing Clerk of the House of Representatives that that is a 
good procedure. He believes that there is some provision in the law 
that you also have to certify. 

Mr. Hays. I do not certify. I certified in the beginning, but I have 
not certified since. 

Mr. Brown. We have talked to Mr. Roberts and also to Mr. Liv- 
ingston. There are a number of simplifications that can be made in 
the procedures of the House of Representatives. In fact, we are just 
finishing a‘survey of Mr. Livingston’s operations at his request. That 
report will be up very shortly. 

Mr. Hays. You find that this system works all right in other leased 
buildings ? 

Mr. Brown. Yes. 

Mr. Hays. I think that the staff ought to make a note of that. 

Mr. LeCompre. May I be excused? I have an appointment, and 
then I will have to go to the Foreign Affairs Committee. 

Mr. Hays. Certainly. 

I think that there may be a place in our own backyard where we 
can save unnecessary paperwork. 

Mr. Brown. There is another little illustration in connection with 
your payrolls of your employees here. They are paid monthly and at 
the end of a quarter a quarterly payroll is prepared, and perhaps 30 
or 45 days after the end of the quarter the disbursing clerk sends the 
payroll around to the chairmen of the various committees who ap- 
prove—several months after the pay has actually been turned over 
to the employees, which seems a little useless to us. If the chairman 
is going to approve this he ought to approve it before it is paid. We 
have recommended that this be discontinued. When you appoint 
an employee, which is the procedure we follow in other Government 
agencies, there is an appointment journal] and that person is paid that 
rate of pay until another change comes through, and the payroll peo- 
ple operate on that basis. He stays on the roll until they get a paper 
removing him. We think that same procedure could very well be 
applied here and save at least the time of the chairmen having to 
approve something that happened 3 or 4 months prior. 

Mr. Hays. I hope that the staff is making a note of these things 
that concern the House. If it is general practice throughout the 
Government, I see no reason for the House of Representatives follow- 
ing some other procedure that is more time consuming. 


RENTAL OF BUILDINGS FOR DEFENSE RECRUITING 


Mr. Jones. I ran into something yesterday, and this is not material 
to this discussion, but in the defense bill that we have coming up 
today, for instance, I was checking on the rental of buildings for re- 
cruiting purposes, and last year I got through an amendment. I 
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asked the Department to furnish me a list of all the places where 
the Government was paying rent. They sent a list to the chairman, 
and I found that there were only about 271 places. I knew that the 
list was wrong, so I found out later that the Department of Defense 
does not lease these places—they lease the 271—but there are about 
800 that are leased by the General Services Administration and ure 
being occupied by the Department of Defense, which is not reflected 
in their budget. This is not the place to go into that, but I can under- 
stand this lessor question, and we have too many places where they 
can cover up. 
Mr. Hays. You may proceed, Mr. Brown. 


REDUCTION OF PAPERWORK ON GOVERNMENT CONTRACTS 


Mr. Brown. No. 4. The Comptroller General provided in General 

Regulations No. 51, Supplement No. 15, dated July 31, 1952, that: 
1) Contracts need not be executed, nor deposited with the General 

ccounting Office, by Government departments or agencies, except 
when administratively deemed necessary to properly protect the in- 
terests of the Government, when there is a continuing need for sup- 
plies and other services, regardless of the number of payments in- 
volved, and when it is contemplated that the amount involved in any 
case will not exceed the open market limitation with the fiscal year; 
(2) contracts need not be executed by Government departments or 
agencies for public utility services, regardless of the amount or the 
number of payments to be made, when the utility company’s rates 
are fixed or adjusted by Federal, State, or another regulatory body, 
except when deemed to be in the best interests of the Government, to 
do so. Approximately 650,000 contracts of these types were formerly 
entered into and filed in the General Accounting Office. 

That is one of the items that they list in the Hoover Commission’s 
report, which they estimate as saving approximately $2 million in 
paperwork. There was not any necessity for it, because all that the 
contract did was to show that you agreed to pay the public-utility 
company whatever rate had been fixed by the regulatory commission, 
so we eliminated that requirement. 

In addition to that, we also eliminated the necessity of the vendor 
certifying that such payment was correct and proper and that he had 
not received payment for it, which supposedly saved them a terrific 
amount of time. It also saved the Government in that under the old 
requirement, if a voucher was not properly certified, they would have 
to turn it back to the vendor and certify it and send it back. 

Mr. Jones. I know in the past where the National Guard was oper- 
ating they would have to have the bill for the water and the light and 
all delivered and there would probably be 5 or 6 copies, but now that 
has been eliminated and they do not have to make all the copies. 

Mr. Brown. The General Accounting Office has eliminated the re- 
quirement for that. We have put out a circular letter, in fact, two, 
to the heads of the departments, asking them to look into the number 
of copies that were required. We found a number of instances just 
recently where the vendor was required to submit an original and 14 
copies of an invoice, and one of the contractors got in touch with me 
and I found that there was no use being made of any of the 14 copies, 
that it was only the original that was needed. There were some 3,000 
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contracts involved in that particular case. This procedure was put 
into effect when the office was the old ECA, and when the necessity 
for those copies was discontinued they just forgot to notify the con- 
tractor to stop sending them in. Finally one contractor squawked and 
we were able to eliminate that. 


TRANSPORTATION REQUESTS 


No. 5. A new punchcard form of transportation request for use 
on and after July 1, 1955, representing an annual savings in printing 
cost of $150,000 a year, provides both rail and pullman accommoda- 
tions by issuing a single request. 

This is also on puncheards, and it enables the carriers, as well as 
the General Accounting Office, to go to mechanized accounting under 
that procedure. 

Mr. Hatey. Mr. Brown, I would like to ask a question. Was this 
action, and some of the others, in line with the partial corrective ac- 
tion suggested in the appendix of task force report, part II? 

Mr. Brown. We started on those before the task force. As a mat- 
ter of fact, they list the contract for Government services at a savings 
of $2 million. We actually authorized that in July 1952. However, 
it did take a little pressure from the Hoover Commission task force 
people to get the General Services Administration to go along with 
it. The agencies, where they were dealing direct, discontinued it im- 
mediately because it was useless work as far as they were concerned. 

The same thing is true with the transportation request. We started 
on that in about 1952. It took a lot of work because we had to satisfy 
the railroads, the bus lines, the airlines, the steamship companies, as 
well as all the Government agencies. We could not just put that thing 
in practice overnight. As a result of that we saved over $150,000 on 
the first order just in printing costs alone. The old transportation 
request cost us 3 cents at least. We got the new one for about a cent 
and a half. 

Mr. Harry. I wanted to get your comment on the record because 
we developed a line of questioning in relation to the Hoover Commis- 
sion recommendations. 

Mr. Brown. We worked very closely with this task force. They 
were in the same building with us and we were back and forth all the 
time. 

HOOVER COMMISSION RECOMMENDATIONS 


Mr. Scuenck. There were a good many indirect benefits from the 
Hoover Commission’s task force work that do not necessarily appear 
in prescribed corrections; is that not right ? 

Mr. Brown. That is true. The publicity given this report did a 
lot to bring about savings. The agencies would begin to call up to 
find out. Some apparently do not read our regulations, and the pub- 
licity given to some of these things resulted in their calling up and 
we could point out places where they were authorized to discontinue 
certain things. 

PUNCHED CARD CHECKS 


No.6. Further progress in the program to convert 32 million remain- 
ing paper checks to punched card checks begun 3 years ago, resulted in 
additional annual savings of $150,000 in payment and reconciliation 
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operations in Treasury and General Accounting Office. This brings 
recurring savings under this program up to $500,000 annually. 

That is a savings as well in the banks. The ones which are mecha- 
nized have punchcard equipment and save a manual operation. 


PAPERWORK REDUCTION IN POST OFFICE 


No. 7. The documentation required to support postmasters’ accounts 
has been drastically reduced without any loss in establishing accounta- 
bility. The paperwork is reduced at least 75 percent. By way of illus- 
tration, 66 pounds of documents required to support one account for 
a quarter in the Boston Post Office has been reduced to a few ounces 
of comprehensive material. 

No. 8. New punchcard money order replaced paper money order and 
a punchcard formerly used in auditing procedures resulting in savings 
of over 300 million forms—listing of issued money order and paid 
money orders, formerly prepared on a manual basis by first-class post- 
masters have been eliminated, saving over 1 million legal sized sheets 
on which money orders were listed at 300 items to sheet. 


IMPROVED PROCEDURES IN VA 


No. 9. In the Veterans’ Administration, the Designation of Bene- 
ficiary and Selection of Optional Settlement forms have been combined 
into one form with its resultant simplification of procedures. In addi- 
tion, the executed form is photocopied and sent to the insured, thus 
eliminating the preparation of approximately 300,000 form letters per 
year, Considerable work was done in the area of revising forms and 
related procedures for beneficiary and beneficiary attendant travel. 
This resulted in discontinuance of 2 forms, consolidation of 2 others, 
and revision of still 2 other forms. Asa result of these changes, many 
administrative processes were eliminated in Medical and Finance. It is 
estimated that this action will result in the elimination of approxi- 
mately 125,000 documents per year. 

Mr. Scuenck. I think each Member of Congress has had from time 
to time situations arise where an improper payment was made to a 
beneficiary, or to some employees. That has resulted in a number of 
cases where I think your General Accounting Office has been forced 
to try to recover that payment. Now, have there been steps taken to 
avoid those overpayments ? 

Mr. Brown. Yes; there has been a considerable amount of work 
done in the Veterans’ Administration. We have three men assigned 
full time working with the Veterans’ Administration to improve their 
accounting procedures, and one of the purposes is to eliminate over- 
payments, thus eliminating the necessity for trying to collect them 
back. 

There is practically no procedure that will stop these overpayments. 
If a person decides that he is going to file a fraudulent claim, you just 
have to establish procedures to try to catch it, but you cannot always 
catch it ahead of time before you make the payment. That was par- 
ticularly true in these school cases where veterans were going to school. 
I think that was the biggest source of overpayment that I know of. 

Mr. Scuenck. When those overpayments were made and were spent 
by the recipient, how did you recover? Did you have a large loss ? 








68 PAPERWORK MANAGEMENT 


Mr. Brown. Well, there is a waiver committee in the Veterans’ 
Administration and the Administration has authority to waive those 
collections where they think that it would be a hardship on the vet- 
erans. But the primary effort at collection is back in the Veterans’ 
Administration, and if they exhaust all efforts and still feel collection 
should be made, the case is then turned over to ‘the General Account- 

ing Office. We have only the cases that the agencies themselves have 
been unable to collect. 

Mr. Scuencx. The reason that I asked these questions is because 
it seems that there were a number of these cases, and I just wondered 
if there has not been so much paper eliminated that it has perhaps per- 
mitted cases to slip through. 

Mr. Brown. There have been changes in the law regarding those 
payments which I think have eliminated a lot of the overpayments. 
A lot of those overpayments were made to schools rather than to vet- 
erans themselves, based on a certification of the schvol that the veteran 
was in a‘tendance when he actually was not. 

Mr. Jones. That overpayment would not be related to the proce- 
dure in these changes being made ? 

Mr. Brown. No, sir. 

No. 10. The practice of routing a copy of an authorization for pay- 
ment of suspense or other credits due estates of deceased veterans, 
after approval, to the central office has been discontinued. All instruc- 
tion forms used by the Addressograph Unit as authority to establish, 
change, or destroy addressograph plates are destroyed, rather than 
being filed in the insurance folders. It is estimated that this has elimi- 
nated the filing of approximately 1,400,000 documents per year. 

No. 11. A payee’s index file, comprised of cards for every VA bene- 
ficiary receiving an award or authorization for benefits totaling around 
17 million cards, maintained in the Veterans’ Benefits Office by ap- 
proximately 23 full-time employees was discontinued. This action re- 
sulted in substantial savings in personnel, equipment, and related cost. 
The information previously contained in the discontinued file is avail- 
able in the master index and locator files. 


IMPROVED PROCEDURES IN MILITARY DEPARTMENTS 


No. 12. The Department of the Army and the General Accounting 
Office agreed that the Army would have complete access to original 
vouchers in possession of the General Accounting Office and filed at 
the Army Audit Branch. As a result, the Army was able to eliminate 
its duplicate set of files comprising 25 million vouchers and occupying 
40,000 square feet of storage space. 

No. 13. The military departments have adopted new procedures 
with respect to payment to allottees such as the American Red Cross 
for repayments of servicemen’s loans and private insurance companies 
for servicemen’s insurance. The new procedures will result in pay- 
ments to such allottees on a a monthly consolidated basis with a single 
check and a listing of allottees replacing the former individual checks 
for each allotter and allottee. Departmental estimates reveal an an- 
nual saving in checks issued aggregating 5 million; 1,140,000 in Navy, 
2,600,000 in Army, and 1,400,000 in Air Force. In addition, further 
savings will be realized by the allottees, banks, and the Treasury De- 
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artment in processing the checks and in the General Accounting 
flice in reconciliation of accounts. 


PAPERWORK REDUCTION IN RAILROAD RETIREMENT BOARD 


No. 14. As a result in integrating the disbursing and accounting 
operations of the Railroad Retirement Board, in connection with pay- 
ments of retirement benefits, there were eliminated 250,000 documents 
prepared by typewriter, 10,000 documents prepared manually. In 
substitution therefor, 85,000 documents are prepared by high speed 
mechanical process. In addition, 275,000 punch cards and 1 million 
copies of ducuments were eliminated. The filing, withdrawal, and 
refiling of 2 million copies of documents formerly transferred back 
and forth between Treasury Department and the Railroad Retirement 
Board were discontinued. 

As the result of that same study, there are now tests going on in 
Birmingham with the old-age and survivors insurance, and in New 
York with the Veterans’ Administration, to see what savings they can 
accomplish by integrating this disbursing and accounting. 


REDUCED COST OF ISSUING POSTAL MONEY ORDERS 


Mr. Jonrs. There is a question that I would like to ask. You men- 
tioned the change in the Post Office Department in the use of punch 
cards for money orders replacing the paper money order, and the sav- 
ing is accomplished in the saving of manpower ? 

Mr. Brown. Yes. As I recall, the Post Office Department took a 
voluntary cut of about $6 million in its appropriation the year after 
that new money order system went into effect. 

Mr. Jones. That was in the handling? 

Mr. Brown. Under the old procedure, you filled out an application 
for a money order. Then the postal clerk took that application and 
made out a stub and also a money order, and he gave you that money 
order. Under that procedure a money order was payable on a par- 
ticular post office, or branch of the post office. Unless you had an 
account with a bank, you could not deposit it through a bank. It had 
to be cashed at the particular post office. The new money order is 
payable at any post office, and is requested that it go through banking 
channels. 

Under the old procedure, when that money order was issued, the 
first class post office prepared a list showing the serial number and the 
amount of the money order and sent it in to a central place. At that 
time it was in Asheville, N.C. From that issued list they would punch 
acard. Then when the money order was paid and came back through 
the postmaster’s accounts to the Asheville office, they punched another 
card and matched the two cards to pick up the difference between the 
amount that the postmaster had remitted and the amount that had 
been paid out in money orders. 

Under the new procedure the money orders, even if they are cashed 
at a post office, are deposited in a local bank, channeled through the 
Federal Reserve System, and this is an unpunched punch card at the 
time it is delivered to the bank. When it gets to the Federal Reserve 
Bank, as a part of their operations, they also punch it. 
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We eliminated the listing, and we postponed the reconciliation for 
120 days, in which time approximately 99 percent of all the money 
orders are paid. We list them. They are serially numbered at the 
time of manufacture. We can tell from the serial number what office 
issued it. So we get the ones that are missing and we ask the particular 
post office then to give us the amounts. That is done by the post 
office formerly in the 12 regional offices. They have now been con- 
solidated and all that work is done in Kansas City. 

We also eliminated the necessity for an application. At the pres- 
ent time you can walk up to a money order window and tell the clerk 
how much of a money order you want and he writes in the amount and 
you take the money order back and fill in whatever name you want to. 

Mr. Corserr. You would not know what the post office is losing on 
money orders? That is not a part of your accounting procedure? 

Mr. Brown. Prior to the 1st of April we had seven men from the 
division—it was then our Accounting Systems Division—who were 
working full time with the Post Office Department employees in de- 
veloping an accounting system. I do not recall whether there is a loss 
or —_ on the sale of money orders. To my recollection, there is a 

rofit. 

Mr. Corsert. I know that the general figure on these special serv- 
ices of the post office is a loss of something over $54 million a year. 
How much of it is accounted for by money orders and how much by 
registered mail I do not know, but they have quite a loss. 

Is this fully in effect in the Post Office Department now ? 

Mr. Brown. Yes. 

Mr. Corznert. And it has been in effect about how long ? 

Mr. Brown. Three years, I believe. 

Mr. Corzert. It would then reflect in the 1954 budget ? 

Mr. Brown. Either 1954 or 1953. 

Mr. Corsert. I can check that. I thought that perhaps you would 
know offhand. 

Mr. Brown. It was prior to 1954. 


USE OF MECHANIZED FORMS 


Mr. Haury. Is there a tendency for more and more Government ac- 
counting forms to be printed in specialty format, such as would em- 
ploy marginal punching for use on accounting machines ? 

Mr. Brown. Yes; there is. We prescribe standard forms when there 
is a general use for them, but more and more as the agencies are get- 
ting to be mechanized, they must have special forms to suit a particular 
machine. 

Mr. Harry. Is the approval of the General Accounting Office re- 
quired when a department or agency desires to change from the use of 
standard cut sheet accounting forms to specialty forms, such as margi- 
nally punched forms? 

Mr. Brown. It must be approved by the General Accounting Office. 

Mr. Hater. Does the General Accounting Office provide counsel 
and assistance to the departments and agencies so as to guide their 
selection and use of the accounting machines and related types of forms 
which best serve the interests of the Government ? 

Mr. Brown. We are not in the machine-approval business. We do 
provide counsel for them. The determination as to what type of 
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machines, or whether they even use machines, is an agency problem. 
We do not like to get into that because we might be accused of favoring 
one machine company over another machine company, but we have sur- 
veys of the different machines, the uses that they are put to, and they 
are available to all agencies. Of course, in the electronics field we have 
a small staff that is working with the Bureau of Standards and the 
other Government agencies. That was recently organized about a year 
ago. 
GAO RESPONSIBILITY FOR AGENCY ACCOUNTING SYSTEMS 


Mr. Hatry. Is this guidance rendered as a supervisory function 
over the accounting work of Government departments and agencies by 
the General Accounting Office, or is assistance rendered pursuant to 
requests from departments and agencies? 

Mr. Brown. It is primarily at the request of departments and agen- 
cies. We have the duty of inspecting, surveying and appraising ac- 
counting systems in all-agencies. To the extent that we can get into 
a particular agency, we make suggestions as a result of our survey. 

r. Jones. Are there any instances where you do not have access 
and are prohibited from making suggestions? 

Mr. Brown. We have access to all agencies. I do not know of any 
where we are prohibited from surveying. We can only come into the 
legislative branch and make a site audit at request, and we have had a 
eres of requests from both the House and Senate to make audits at 
the site. 

Mr. Jones. You can go into the executive departments like the CIA 
and the Atomic Energy Commission and make audits in places like 
that ? 

Mr. Brown. Yes. The Atomic Energy Commission has been under 
a site audit since it was the Manhattan District, CIA from its incep- 
tion has been under a site audit. They retain their documents at the 
location and we have people who have been cleared. 

Mr. Jones. Your auditors do go in? 

Mr. Brown. They are right on the site in both those agencies. 

Mr. Kane. There are a few agencies that we are not authorized to 
audit. For instance, the Federal land banks and the Alien Property 
Custodian in the Department of Justice. We do not audit the Comp- 
troller of the Currency and the Federal Reserve banks and the Board. 

Mr. Jones. Why would not the Alien Property Custodian be audited 
by the General Accounting Office ? 

Mr. Kane. The basic theory for that is that their activities are car- 
ried out with nonappropriated funds. The same theory would apply 
with respect to the expenses of the Comptroller of the Currency, who 
has jurisdiction of the national banks. They are financed by assess- 
ments. Federal land banks are exempt from audit under the provi- 
sions of the Government Corporation Control Act. 

Mr. Jones. Who does audit the Alien Property Custodian ? 

Mr. Kane. I cannot answer that definitely. I know we do not. 

Mr. Harry. Mr. Brown, to what extent, if any, does the General 
Services Administration render similar assistance in connection with 
accounting systems? 
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GAO—GSA COOPERATION IN PROPERTY ACCOUNTING 


Mr. Brown. I do not know of any, unless it was in the property 
and supply field. We have a working arrangement with the General 
Services Administration in the property field where we have teams 
composed of GAO representatives and GSA representatives that are 
making surveys of property accounting systems in all Federal agen- 
cies. That started about 4 or 5 years ago. 

Mr. Hatey. It would appear that the term “forms management” 
which is commonly used in many departments and agencies is an in- 
tegral part of the accounting improvement work of the General Ac- 
counting Office. 


Is this a proper deduction ? 
Mr. Brown. It is certainly true in the fiscal field. Some say we 
have probably gone beyond our authority, but if we see any procedure 
that we think is inefficient we do not hesitate to call it to the agency’s 
attention, and they usually accept it right away. 


COMPARISON OF DISTRIBUTION OF GAO STANDARD FORMS BY GSA AND GPO 


Mr. Hatey. Is the distribution of GAO standard forms through 
GSA warehouses working out satisfactorily ? 

Mr. Brown. Personally, I do not think it is to be compared with 
the former distribution from the Government Printing Office. GSA 
is stocking these forms in about 10 regional warehouses. Under the 
old procedure, the General Accounting Office prescribed a standard 
form. It went direct to the Government Printing Office and the agen- 
cles requisitioned direct from the Government Printing Office. Once 
the form was in stock, you could drive up a truck and pick it up. 
Very seldom did it take longer than 2 weeks. It takes an average 
of 45 days after a form is prescribed before the General Services Ad- 
ministration can get it instock. It has to go through channels, shipped 
to the various warehouses. It takes as long as 67 days to get it in 
stock. Once it is in stock we have to go through those procedures of 
requisitioning, and I would say it would be the exception if you could 
get a form in 3 weeks. 
ona Are those forms printed in the Government Printing 

ce ? 
Office Brown. Yes; they are printed in the Government Printing 
ce. 

Mr. Jones. And by being distributed by the General Services Ad- 
ministration, we get into more transportation cost and a duplication 
in handling and all of that; is that right ? 

Mr. Brown. Yes. In addition to that, you would have, instead of 
keeping a stock level at one point, to maintain a stock level at each 
of their regional warehouses, and the agencies, due to delay in getting 
forms, have to increase their stock levels. So it just snowballs. 

Mr. Hatery. I think that is a very important point. In a capsule, 
it would be what is left in my questionnaire. 

It is very possible from the time of the request to the time of ar- 
rival under this stock arrangement, a form could become obsolete ? 

Mr. Brown. It would hardly work that fast. We have very good 
working relations. If we are studying the possibility of revising a 
form we immediately notify General Services Administration that we 
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are considering a revision of the form, or planning to discontinue 
it, and warn them not to order. In addition to that, we also notify 
the Government Printing Office just in case somebody slips and they 
will put in a note in the jacket not to print any more of those forms 
without our approval. 

. Mr. Hatey. It is likely that there is no apparent advantage in havy- 
ing the General Accounting Office standard forms stocked in General 
Services Administration depots ! 

Mr. Brown. I do not believe there is. I believe that there is a 
definite disadvantage, and I think if you talk with the manager of the 
third region in GSA he might give you some good information on 
that subject. 

Mr. Jones. Where is region No. 3? 

Mr. Brown. Here in Washington. 


DISCONTINUANCE BY LAW OF CERTAIN REPORTS NO LONGER NEEDED 


Mr. Hater. In the course of your work, you undoubtedly come 
across some reports which may have been considered useful or essen- 
tial when they were initiated, but as a result of changing conditions 
they now serve little or no useful purpose; however, to discontinue 
these reports may necessitate revision of law. 

In those instances, who reports to the Congress the need to revise 
the laws so as to discontinue the need for the report and the related 
paperwork ? 

Mr. Brown. I believe that is primarily General Services 'Adminis- 
tration’s concern, or of the Bureau of the Budget. You will notice 
in the Budget and Accounting Procedures Act of 1950 there were 
several pages listing laws that were repealed and they were primarily 
reports that had been required by some act of Congress which no 
longer served any purpose. 

Mr. Hatey. Mr. Jones and Mr. Schenck, this accounting by these 
two gentlemen is probably as complete and fine a piece of work as 
our subcommittee could have received. With their exhibits and other 
information, I am sure we will deduce from this a great deal of 
knowledge that will ultimately make it possible for us to come up with 
recommendations and proposed remedial legislation. They sincerely 
ought to be told by you, Mr. Jones, that the thanks of the committee 
are the overall thanks of those not here and those who have been 
here and left. 

Mr. Jones. I think that is true. I know for my own information it 
has been very helpful. We are constantly tortured by reading about 
the inefficiency and the extravagance of Government, and yet very 
seldom do we have any publicity given to the procedures that have 
been changed and which have eliminated some of this inefficiency, 
and some of these expensive practices. I am very happy to know that 
we have some agencies that are trying to arrive at a commensense 
procedure to eliminate so many unnecessary forms. 

In my own limited experience, I have come across numerous in- 
stances where I have beén required to fill out forms and many copies 
only to learn later that those copies were not needed by anyone and 
they were finally deposited in a wastebasket. I am sure that all the 
members of the committee appreciate the fine contribution you have 








74 PAPERWORK MANAGEMENT 


made to this study in an effort to eliminate some of the wasteful 
procedures in governmental printing. 

Mr. Brown. We have been cooperating extensively with private 
industry. That is where we get a lot of our leads. That is one of our 
main functions, to work with private industry in trying to eliminate 
unnecessary paperwork, and the more complaints we get from them, 
or suggestions, the better job we can do. 

Mr. Scuenck. I would like to concur in the comments of the acting 
chairman. I think this has been a very fruitful and helpful hearing. 
Naturally, I am right proud of the district that I represent, which ‘is 
the Third District of Ohio, which is the home of the National Cash 
Register Co., a leader in business machines and system business. They 
have just recently developed a paper which can be used without 
carbon, so you may find some reason to have forms printed on this 
paper. Itis quite an improvement. 

Mr. Brown. Yes. They have brought that around to us several 
times. Their first effort with that was not too good, but I think the 
later article is a very good one. 

Mr. Jones. If there are no further questions, the committee will 
stand adjourned. 

(Whereupon at 11:20 a. m., the committee adjourned. ) 


x 











